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ABSTRACT 
This research study investigated the possible differences between what 
computer application skills the undergraduate program directors of the University 
of Wisconsin- Stout expect incoming students to possess within the first week of 
classes and the skills the students actually possess. The study also focused on 
whether there are differences between the students’ perceptions of their own 
abilities and their actual abilities. Few studies up to this time have been based on 
computer application skills and specifically on those application skills the faculty of 
a higher educational institution require at the time of entrance. Many studies ask 
generic questions and are outdated for evaluating computer literacy as it applies to 
education needs. Past self-assessment studies have not yielded results that convince 
all experts in the field that self-assessments are reliable. For those reasons this study 
chose to use the Microsoft® Office certification requirements as the tasks the 
undergraduate program directors chose from to determine the tasks they deemed 
most important. The results of this study determined that a significant percentage of 
incoming freshman do not possess the required computer competencies required by 
the instructors using the competencies outlined in the Microsoft® Office User 
Specialist certification requirements. The recommendations made, as a result of this 
study, are to require competency testing as a requirement for high school graduation 
or admittance to the University, are: 1) to require computer competency testing of 
 iv
incoming students; 2) That teachers and instructors must take ownership on their 
own and become proficient in using computer applications both as a learning 
transfer technology and to integrate computer competencies skills of the students as 
part of the learning objectives; and 3) that the university align the computer skills 
required of graduates with the expectations of the workforce.   
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C H A P T E R  1  
R E S E A R C H  P R O B L E M  A N D  O B J E C T I V E S  
 
Introduction 
In the fall of 2002, the University of Wisconsin-Stout campus will begin a 
program to start converting the university to a digital campus which has been 
designated “the laptop initiative” (University of Wisconsin-Stout, Laptop Learning 
Initiative, http://www.uwstout.edu/laptop/overview.html). Incoming freshman 
students will be required to lease laptop computers through the university and use 
the computers in the classroom. Many issues have arisen relative to the success of 
this program. A few issues are; how does a laptop computer in a classroom actually 
fit into the learning environment; what will the students actually use the computers 
for in the classroom; will using laptops in the classroom enhance or detract from the 
learning environment? These questions are broad and extremely important to the 
success of the program. The underlying assumption of this initiative is that the 
incoming students have the necessary computer skills to use the computer 
effectively in a learning environment (Zagorski, 1997). Past studies conducted at 
the University of Wisconsin-Stout have indicated that entering students’ abilities 
and competencies considered necessary for success vary (Furst-Bowe, et al, 1995-
1996).  
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Statement of Problem 
The purpose of this study is to determine if incoming students to University of 
Wisconsin-Stout possess the required basic computer application knowledge and 
skills to begin studies effectively at University of Wisconsin-Stout. 
Research Objectives 
 The objectives of the study are: 
1. Determine the necessary computer skills to properly use the applications 
students require to succeed at University of Wisconsin-Stout. 
2. Determine the extant incoming students possess the identified skills. 
Methodology 
The first objective, determining the necessary computer skills to properly use the 
applications students require to succeed at University of Wisconsin-Stout was 
accomplished through the first survey distributed to undergraduate program 
directors of University of Wisconsin-Stout teaching freshman level courses to the 
incoming students in the laptop initiative program in the fall of 2002. The survey 
focused on the instructors’ expectations of the students’ abilities to use Microsoft® 
Office Products without the instructor needing to supply computer skill instruction 
during class time. The survey questions developed were based on existing hands-on 
competency evaluation criteria.  
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The second objective, determining the extant incoming students possess the 
identified skills, was accomplished by taking the results from the first study and 
creating two measurements for the incoming students; a self-evaluation that one-
hundred students participated in and a hands-on competency evaluation limited to 
those from the one hundred subjects willing to be further involved in the study.  
Once a subject agreed to be involved in both evaluations, the student’s student 
identification number was used for matching the second and third assessments. This 
allowed the researcher to determine if there is a correlation between the incoming 
student’s perceived and actual skills and abilities. In addition, the use of the student 
ID will allow further investigation by other researchers into demographic cause and 
effect on the computer literacy of the subjects.   
Significance of the Study 
With the laptop initiative beginning at the University of Wisconsin- Stout in the 
fall of 2002, the data collected from this study can be analyzed and based on the 
results, create and refine learning opportunities for students (Pausch  & Popp, 
1997). The faculty may also use the data for revising learning objectives, course 
requirements, pedagogical methods of instruction, as well as new materials to use 
(Patrikas, 1999). How the laptops will be used in the classroom is, of course, up to 
the instructor. The laptop offers the instructor another method of information 
transfer, whether it replaces a piece of paper for note taking, taking online 
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assessments, or some form of interaction between students, or between students and 
the instructor. The significance of understanding the students’ abilities is vital to the 
instructor’s decisions on course presentation, objectives, content, and measurements 
(Patrikas & Newton, 1999). This is especially true of students without the necessary 
skills to operate the applications required in the classes. If a student does not 
understand how to use the applications, this creates a wall in the learning process by 
diverting the mental processes away from the task(s) the instructor expected to be 
learned to the mechanics of using a technology device (Ehrmann, 1999). Those 
students will have a lower learning experience and instructors will spend class time 
teaching computer skills instead of course content.  
Depending on the gap between the required skills and the student’s abilities, the 
student could face anxiety and self-esteem issues, limiting the educational 
experience (Gos 1996; Compeau & Higgins, 1999). This can result in lower self-
efficacy and affect the long-term memory processes. For this reason, there must be 
alignment between the instructor’s expectations of the student’s ability and the 
students’ abilities to perform the tasks required. If the required skills can be 
identified; if the student and faculty populations can be made aware of these skill 
requirements; and if the required resources are made available; the students will 
have the necessary tools to bring themselves to the anticipated skill levels and the 
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instructors will be able to adjust instructional methods to achieve more effective 
information transfer (Dusick & Yildirim, 2000). 
Study Limitations 
1. The skills identified are specific to ensuring success at University of 
Wisconsin-Stout. 
2. The skills identified are those perceived by faculty members as necessary to 
begin studies at this university. 
3. The results of this study will only be applicable for a period of 3-4 years. 
4. University of Wisconsin-Stout’s laptop initiative allows for the use of both 
PC and Mac platforms. As the Microsoft® Office Suite is available in both 
operating systems; this study does not address the issue of cross-platform 
learning. 
Terms and Definitions 
 AutoSum- A feature of Microsoft® Excel to give the sum of a row or column in 
a spreadsheet automatically. (Microsoft® Excel help files) 
 Basic computer application knowledge and skills- Knowledge and skills 
required to use Microsoft Office Products productively in the learning 
environment as determined by surveying instructor’s expectations of student 
competency requirements at this college.  
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 Computer literacy- The ability to use computers and applications to perform 
tasks. 
 Computer Science- The ability to use and understand the capabilities of 
computer technology as a tool for assisting in the learning and work 
processes (A Nation at Risk,1983) 
 Computer skills- The skills required by a user to operate a specific computer. 
 Cross-platform- The ability to have computers with different operating systems 
interface with one another. 
 Information literacy- The ability to know when there is a need for information, 
to be able to identify, locate, and effectively use that information for the 
issue or problem at hand. 
 Laptop Initiative- A program at University of Wisconsin-Stout, which will 
convert the campus to a wireless, laptop campus.  All incoming freshman 
students in the fall of 2002 will be required to have laptop computers for use 
in class. 
 MAC- A computer that uses the Macintosh operating system. 
 PC- A computer that uses the Microsoft operation system.  
 Self-assessment surveys- Surveys in which the subjects rate their own 
knowledge or skill on a subject. 
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 Transfer of the technology- The transfer of the skills, knowledge, and ability to 
use and apply computer technology in a work environment. 
The review of literature in the following section provided direction to the study, 
to the creation of instrument used within, and to the selection of the subjects.  
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C H A P T E R  2   
R E V I E W  o f  L I T U R A T U R E  
Introduction 
This review of literature will confine itself to information published about the 
uses of computers in the classroom, instructor skills and methodology of computer 
use in the classroom, assessments of student abilities, and the direct observations of 
the researcher. The extant of computer use in the classroom provides a focus on 
students’ actual exposure to computers. Computer use in the classroom has impact 
on computer literacy. Early exposure to computers can reduce anxiety levels and 
help insure mastery of skills (Compeau & Higgins, 1999). Instructor skills are 
required for the transfer of the technology. If the instructor’s skills are lacking, the 
transfer may not take place and the instructor cannot validate the student has 
mastered the required skills (Evans, 1999). Methodology reflects the manner the 
skills transferred to the students. Assessments of student’s abilities reflect the 
mastery of computer skills and of the level of knowledge associated with the 
mastery. The researcher has been observing for over two years including direct 
interaction with both faculty and students. 
Because of the exponential rise in the use of computers and inversely the 
exponential decrease in cost has changed the use and availability of computers in 
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the classroom so dramatically in the last 15 years, the researcher has chosen only to 
include research since 1983 in this study. 
Background information 
The accepted starting date in the United States for national concern of computer 
literacy in the classroom is 1983 when the National Commission on Excellence in 
Education published A Nation at Risk: the Imperative for Educational Reform. This 
report, considered by many to be the catalyst for motivating America’s schools into 
the digital age, is where the research for this study begins. Nineteen-eighty-three 
also marks the beginning of personal computer usage in the home with the 
introduction of the PC-XT. (Robinson, 1998). 
Computers have made their way into the classroom environment starting in the 
early 1980’s. At that time, there were few, perhaps only one computer in an entire 
school. In 1983, the student to computer ratio was 125:1 (Sherry & Sherry, 1997). 
Usually, these were used for tutoring using Computer-Aided Instruction (CAI) or 
used for demonstration or simulations (Eisenberg & Johnson, 1996). In the report, A 
Nation at Risk: The Imperative for Educational Reform (The National Commission 
on Excellence in Education, 1983), the risk indicators that the commission noted 
occurred at a time when this society was starting to feel the increasing demands of 
computers, “Computers and computer-controlled equipment are penetrating every 
aspect of our lives- homes, factories, and offices” (p 3). Written almost 20 years 
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ago, the report prophesized that computers would soon become an important aspect 
of daily life in America. That prophecy has come true. Content of courses was the 
first of the commission’s recommendations.  Under the content portion, the 
commission’s fifth recommendation of implementation was the teaching of 
computer science in high schools: 
 “The teaching of Computer science in high schools should equip 
graduates to: (a) understand the computer as an information, 
Computation, and communication device; (b) use the computer in 
the study of other Basics and for personal and work-related 
purposes: and (c) Understand the world of computers, electronics, 
and related technologies.” (p. 5) 
 Notice that the term “Computer science” in the report refers to a student’s ability 
to use and understand the capabilities of the technology as a tool for assisting in the 
learning and work processes, not as the science of computer programming. The 
definition of the term “computer science” is also used as “the study of computers 
and computer programming”, which was not the meaning as stated in the report. 
 Assume for a moment that a child was born in 1977, making that child 5 and just 
starting school at the time the Commission released A Nation at Risk. Thirteen 
years later, that child was 18 when the 1996 U. S. Department of Education 
released the report Making It Happen: Report of the Secretary’s Conference on 
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Educational Technology.  Assuming the child to be the typical average child in a 
typical average school, this student completed all of the required primary and 
secondary education during this period.  
 America had agreed with the 1983 report and by the time the 1996 report was 
released “80 percent of Americans feel teaching computer skills is ‘absolutely 
essential’…More than three-quarters have encouraged a child to use a computer, 
and 86 percent believe that a computer is the most beneficial and effective product 
they could buy to expand their children's opportunities.” (U.S. Department of 
Education, 1996. p 8). 
 However important Americans felt technology literacy is, several facts suggest 
that this average student may not have been exposed to the technology utilizing 
good pedagogical practices. For example, the 1996 Department of Education study 
cites “More than 50 percent of teachers owned a computer at home in 1993”, 
however the study also cites that “… As many as 50 percent of teachers have little 
or no experience at all with technology in the classroom.” (p 23). This could mean 
to this average student’s exposure to computer technology is from half of his/ her 
instructors and could be less. The report further states, “Currently, only 18 states 
require training in technology for all teachers seeking certification, and only 5 
require technology training for teacher in-service.” (p 24). 
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 The 1996 report also gives some interesting facts regarding the availability of 
computers to students (the ratio suggested in the report is 1:5) at the time this was 
written, “…the national student-to-computer ratio is currently 11:1; the ratio of 
students to powerful multimedia computers is only 35:1.”  In addition, the report 
indicates that the computers in use at that time have already become obsolete: 
“Many of the older and less powerful computers in schools are unable to run the 
latest software or access the Internet.” (U. S. Department of Education, 1996. p 25). 
This leads to the question of the effectiveness of computers as a tool for a positive 
learning experience, whether computers were incorporated into pedagogical 
learning styles, and whether these limitations negatively influenced instructors from 
incorporating computer usage into course objectives.  
 Further complicating the instructor’s ability to use the technology effectively at 
the time of the Commission’s 1996 report was the ability to access the Internet. The 
Internet was only available at 50 percent of the schools, and that was skewed based 
on wealth (31 percent for poor areas, 62 percent for the wealthiest). While 50 
percent of the schools may have had Internet access, this does not imply that the 
access was available to instructors or students for learning. The report further states 
“… 3 percent of all instructional rooms (classrooms, labs, and media centers) in 
public schools were connected to the Internet” (p 25). 
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In addition, among the recommendations of the 1996 report was, “Effective 
software and on-line learning resources will be an integral part of every school’s 
curriculum” (p 8). 
 Was the average student graduating from high school in 1996 prepared to 
succeed in the workforce? If this graduate entered the workforce, was the student 
forced to return to the educational system in four years? The report suggests: 
“By the 21st century, 60 percent of all jobs in the nation will 
require skills in computer and network use. This means that any 
student who does not know the essentials of using computers-word 
processors, spreadsheets, databases, networks, and operating 
systems-will be at a distinct disadvantage.”(p 13-14).  
 The 21st century was four years after this student, born in 1977, graduated from 
high school.  If that student went on to college to become a teacher, would that 
student have the necessary computer skills? 
 If the educational systems implemented the recommendations of this report 
immediately, then that average student born in 1977 mentioned earlier would be 
required to gain these competencies in the last year of college. Even a person born 
in 1983 would have to acquire the necessary skills during college. This would 
suggest that the post-secondary education system would need to incorporate 
computer technology in the curriculum aggressively and require computer skills 
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related courses in the core requirements until the secondary schools provide 
incoming students with the basic knowledge and skills required for entry into higher 
education and the workforce (Hignite & Echternacht, 1996). 
Computer use in the Classroom 
 In the past few years, colleges have started to move towards using computers as 
a method of delivery and as an instructional resource. Laptop use in the classroom 
has been growing at an accelerated rate since 1995. Some studies suggest that 
teachers are finding new uses for computers in the classroom.  Students are using 
computers for team activities (Holleque & Cartwright, 1997). Other studies suggest 
the opposite (Parr, 1999; Cohodas, 1998). Parr’s three-year study shows students 
using computers for word processing and note taking; and without pedagogical 
methodology until an aggressive technology support system was in place. Even 
after the third year, there was still concern of implementing the technology 
effectively (Parr, 1999). Cohodas (1998) states that the skills of instructors are 
limited “most frontline teachers have only marginal computer skills” (Para 4) and 
suggests this is due to lack of proper training.  
 (Mitra & Steffenmeier, 2000) suggest that the students’ anxiety levels decrease 
and therefore their learning abilities increase with positive experiences with 
technology. This study also points out that there is a negative effect in computer 
labs, while computers in the classroom can create positive effects.  
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 Instructor computer proficiency and integration into the classroom-learning 
environment are confusing. As cited in Scheffler & Logan (1999), one problem of 
computer use in the classroom is that “Teachers worry about accountability 
because the problem-solving skills they try to teach with computers may not be 
measurable through current assessment instruments.” (p 1).  
 Lamonica, (2001) raises several points about colleges and computing skills. One 
is that there are pedagogical differences between face-to-face and on-line courses, 
and that a good classroom instructor is not necessarily a good on-line instructor. 
Patrikas (1999) makes the point that “approximately 50 percent of American 
colleges have developed strategic information technology (IT) plans. Less than 40 
percent of these colleges have IT financial plans.” (p.1). This fits with Parr’s 1999 
assessment that the entire system must evolve. 
 This researcher looked at the core requirements for several of the Universities of 
the Wisconsin University System in August of 2001 and found no requirements for 
computer skills or competencies for admission to or graduation from the 
universities. Therefore, the assumption is that the universities expect that computer 
skills are taught in K-12, are learned while on campus, or are not required. 
 That average student who graduated high school in 1996 and college in 2000, 
being the first generation of “computers in the school education” may have learned 
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the computer skills alone and there is a high probability of few positive computer-
related learning experiences from which to draw (Davis, 1999). If that student went 
on to teach, there could be few instructors with the experience using the computer 
as a learning device in the field now to mentor those just entering the teaching 
profession (Dougherty, 2000; Sheffield, 1998).  The average student, born in 1983 
and graduating high school in 2001 would only have had a chance of having the 
1979 born student as teacher for the last year of high school and still have to wait 
four to six more years for someone born in 1979 to receive a doctorate and teach at 
a university. Now if an average student were born 1989, in 2000 would be in fifth 
grade and would graduate high school in 2007, just in time for the professor born in 
1979 to begin teaching at the university level. 
 So, who is teaching with and about computers?  
Instructor Skills and Methodology  
 Instructor skill level and methodologies of teaching with computers is vital to 
the learning transfer and the assimilation of computer skills by students. However, 
many instructors have been caught in the technology revolution without being 
properly prepared: 
“Equally disturbing is the view from the classroom, where most 
frontline teachers have only marginal computer skills and are light 
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years away from the technological sophistication to inspire an "ah-
ha" reaction from a roomful of learners collecting online data for a 
science experiment or working math problems pitched exactly at 
the right pace and level of difficulty” (Cohodas, 1998. Para 4) 
 
 
 This quote from Cohodas sounds like an attack on instructors. As stated earlier, 
the suggestion for teachers having marginal computer skills is due to lack of 
training (Cohodas, 1998). Since 1983, instructors have bore the brunt of this new 
learning technology, often without funding or support (Patrikas, 1999; Mathews & 
Guarino, 2000; Shick, 1996; See, 1997).  School systems are being asked to justify 
the technology cost (McCombs, 2000). There is no consensus on computer 
proficiencies for teachers, by either states or educational journals (Scheffler & 
Logan, 1999). Yet faculty plays an important part in student computer literacy 
(Dusick & Yildirim, 2000). Data on student and faculty computer skills, which 
could provide insight on discipline specific and cross-discipline specific 
competencies, is either not available or not used (Patrikas, 1999).  
 Educators are finding themselves technologically challenged when learning 
institutions attempt to push technology into the classroom without proper prior 
planning (Evans, 1999; Parr, 1999). There is evidence to suggest that instructors 
face computer anxiety as well (Scheffler & Logan, 1999; Raymond & Anderson, 
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1987; Turner, 1989; Larner & Timberlake, 1995; U.S. Congress, Office of 
Technology Assessment, 1995). 
 Those just entering the field of teaching may have higher computer literacy than 
those already teaching (Mathews & Guarino, 2000). The skills of some instructors 
now teaching teacher education courses may be limited (Wells, 2000). Faculty have 
not been able to integrate computer technology into the classroom at the same pace 
the technology is becoming available (Dusick & Yildirim, 2000). 
 Bransford, Brown, & Cocking (1999), cited in McCombs (2000), list five ways 
technology can be incorporated into the classroom to support learning: 
1) To bring exciting curricula based on real-world problems  
2) To provide tools to enhance learning, support thinking and problem 
solving,  
3) To give students and teachers more opportunities for feedback, 
reflection, and revision, and coaching in areas where improvement is 
needed;  
4) To build local and global communities that expanding the learning 
environment beyond the school walls; and  
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5) To expand opportunities for teacher learning, reduce the barriers 
between students and teachers as learners, to create new partnerships 
among students and parents,  
 Means, Penuel, & Quellmalz (2000) suggest that teachers need to rethink the 
manner of assessing learners as technology is incorporated into the classroom: 
Teachers (and our experience suggests, university faculty as well) 
tend to think in terms of multiple-choice and short-answer test items 
that put a premium on learning definitions for new terms, 
memorizing numbers, and distinguishing correct statements of facts 
or relationship from plausible-sounding distracters. The kinds of 
complex investigations, deeper understanding, and ability to apply 
concepts to new situations fostered by technology-supported 
programs like Hands-On Universe are difficult to capture with 
conventional test formats.” (Means, Penuel, & Quellmalz, 2000 p 1). 
They also state, “Students may get graded on how many sites they accessed rather 
than on the judicious choice of information sources or important information. 
…The products students are asked to produce based on their Internet research are 
equally various. They run the gamut from lists of facts to conventional term 
papers to student’s own interactive multimedia presentations or Web sites.” (p 3). 
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This could indicate a shift in not only in instructional strategies but also in the 
measurements used to assess skills and knowledge. If this is true, are the teachers 
and school systems prepared for the transformation? 
 Dougherty (2000) suggests that part of the application process for a teaching 
applicant should be a hands on evaluation of mastery computer skills and 
evaluation of past technology integration with learning styles. Dougherty also 
suggests the ability to discuss courseware and the incorporation of it into the 
classroom is important.  
 Assuming that the schools are fitted with sufficient technology; that faculty 
training in using the technology is sufficient; and that the faculty is applying sound 
pedagogical practices in the use of the technology, then the remaining questions 
relate to whether the students are gaining the skills and abilities to apply the 
technology (LaMonica, 2000) and whether we are truly measuring and assessing 
the appropriate skills and level of mastery for students to succeed in higher 
education and the workforce.  
Assessments of Student Abilities 
 Many studies have been conducted on students’ computer literacy skills 
(Eisenberg & Johnson, 1996, Davis 1997, Davis 1999, Zagorski 1997, Hignite & 
Echternacht 1996). Eisenberg and Johnson in their study, Computer Skill for 
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Information Problem Solving: Learning and Teaching Technology in Context 
(1996), looked at several of the already emerging stereotypes of the computer 
generation: Does the ability to play games on a computer constitute computer 
literacy? If the only experience a student has had is with tutorials, does that provide 
the skills to succeed in society? Is basic word processing abilities sufficient for 
post-secondary school and the workplace? These stereotypes are still present today. 
They also looked at the literacy curriculums and competencies and found them 
lacking.  
 The article, What Computer Skills do Employers Expect From Recent College 
Graduates? (Davis, 1997), states that recruiters are looking for candidates with 
problem-solving abilities, that candidates without computer skills “are at a 
disadvantage”. The study indicates a correlation between word processing, 
spreadsheets and graphics/presentation software, and between database software 
and programming skills. This suggests that students need to possess skills enabling 
them to work interdependently with other programs, possibly from different 
vendors. At what point in the educational process do we teach that?   
 Again, Davis, in 1999, wrote an article How Undergraduates Learn Computer 
Skills: results of a survey and Focus Group. Surveying over 3000 students with a 
return rate of 38 percent, he found that most students learn computer skills, on their 
own, from peers, or from online help and manuals. The article states that one result 
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of the survey was that students felt their professors assume they have the software 
skills. The students also stated they did not want to waste class time learning the 
software, nor do they want a computer competency test.  
 Eisenberg, Johnson, & Berkowitz (1996) suggest that computer literacy 
competency testing and curriculum is a “laundry list of isolated skills” and should 
be tied to the curriculum of the course in meaningful ways. For example, the 
computer competency assessment conducted by California State Polytechnic 
University, Pomona in 1997-1998, has little bearing on the skills or abilities of 
college-level students to use a computer effectively. Even still, each of the six 
questions had at least 24.9 percent of the over 400 respondents answering 
incorrectly.  
 However, some studies suggest that students are unwilling to use computers 
(Zagorski 1997); perhaps indicating a relation of attitude and use (Mitra & 
Steffensmeier, 2000). Some students avoid taking computer-related courses as long 
as possible (Hignite & Echernacht, 1996). Some studies even suggest that most 
students have self-taught computer skills, acquiring them on an as-needed basis 
(Davis, 1999). 
 Compeau & Higgins (1999) suggest that the learning outcomes concerning 
technology rely heavily on the sum of the positive and negative experiences. Self-
efficacy correlated directly to the learning experience and that effect of personal 
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outcome expectations was low (Compeau & Higgins, 1999; Mitra, et al, 1999). Gos 
(1999) suggest that computer anxiety is a severe problem: 
“The most tragic result of computer anxiety, though, lies in the 
students who simply give up and fall through the cracks, foregoing 
an education because of the inescapable presence of computers. It is 
clear that the problem needs to be dealt with before we create a new 
underclass consisting mainly of computer illiterates.” Gos (1999. p 
276) 
Conrad (1999), cited in LaMonica (2000), suggests that instructors should assume 
learners are at the lowest level of skill.  
 Computer skills can be tested and measured. To properly evaluate the 
effectiveness of any program, a reliable, repeatable assessment program must be 
developed and conducted within the framework of the desired learning objectives. 
Computer literacy and the relevance of that literacy to college level tasks show 
discrepancies in the self-assessments used in past studies. Research data from the 
East Carolina University study (Brown & Kester, 1993) indicates that students 
forget software that they learned in K-12, overestimate their computer skills, and 
that those skills they did retain may not be relevant to higher education (Kester, 
1994).  
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 The ability to navigate through Course Management software alone is not 
sufficient for today’s students to succeed in the workforce.  The fact is that students 
need to display the mastery of these skills to be successful in the workforce (Hignite 
& Echternacht, 1996). Advanced and complex skills are required (Wells, 2000). 
 However, few studies have actually given students anything more than self-
assessment surveys. Regent University, Virginia, has published computer 
competency standards for on-line distance education courses. E-mail, word 
processing, and web surfing are all that is mentioned.  A close look shows only 
basic skills are required. 
 The College of Southern Idaho requires a computer competency exam prior to 
graduation. There are four competencies evaluated; general technology, internet and 
e-mail, word processing, and the fourth can be chosen from presentation, database, 
or spreadsheet applications.  
Researcher’s Observations of Student Skills and Abilities 
 The researcher spent two years at the University of Wisconsin-Stout as a student 
worker for the English and Philosophy Department’s Technical Communication 
Resource Center (TCRC) and Writing Lab and as a web developer for the 
Communications, Education, and Training Department and the Stout Technology 
Transfer Institute, as a consultant and trainer for the Multi-Cultural Center. The 
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researcher also spent the last one and one-half years as a student worker and part-
time staff of the Web Instructional Development Unit of the Learning Technology 
Services of Stout Solutions. As a result, the researcher of this study observed the 
following conditions related to the computer skills of students and faculty at 
University of Wisconsin-Stout: 
 Many students in the TCRC Lab were not able to open Microsoft office 
applications, or to save document to a disk. It was further observed that students 
could not discriminate between a word document file and a word template file, did 
not exhibit any file management skills, and some could not access their university 
e-mail account (personal conversations with students, 1999). 
 In some undergraduate courses, it was observed that students did not realize that 
the menu system is similar throughout all Microsoft® Products. 
 In one computer lab course, that students had no idea of even basic Excel® 
functions such as creating charts and using the AutoSum feature and students 
needed instruction in simple operations such as cutting and pasting. 
 In graduate courses, the researcher observed students in the classes who had only 
basic knowledge of PowerPoint® and some with no knowledge of FrontPage®. 
Many had never used a Course Management program such as Blackboard®. 
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 The researcher was hired by University of Wisconsin-Stout’s multicultural 
Center to instruct students in web-page design, basic PowerPoint® use, and web-
based researching methods for the summer 2000 Project Teach Program (Personal 
Conversation with Ken Her/ Mary Riordon May, 2000). Again, the researcher 
observed that students demonstrated minimal computer skills with the Microsoft® 
Office applications.   
 While working for the Web Instructional Development Unit, Learning 
Technology Services, Stout Solutions, University of Wisconsin- Stout, the 
researcher noted that most instructors have little HTML experience and some have 
trouble with sending attachments via email. Others required help with basic 
computer file management. (University of Wisconsin-Stout, WebCamp, 1999-
2002)  (Online: http://www.lts.uwstout.edu/webcamp2001/basicinfo.htm ).  
 However, the real issue is whether the answer to the question has any real 
significance for University of Wisconsin-Stout or its students and to what extent. 
Businesses are requiring increasingly higher computer literacy skills from college 
graduates. These skills include the ability to “Grasp concepts the can be applied to 
many situations across programs” and “think their way through applications” 
(Davis, 1997). If the computer skills of students and instructors at University of 
Wisconsin-Stout are not at the level businesses is requiring, Stout’s excellent job 
placement record may quickly deteriorate (Thompson and Smith, 1992).  
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 It should be noted that a web search of six of the University of Wisconsin 
System university websites and a search of the system website itself during the 
months of June to September of 2001 revealed no prerequisites for computer 
literacy of skills for incoming students nor is there a computer literacy requirement 
for graduation. Most colleges view computer literacy as a skill acquired during high 
school or at college and not an educational requirement.  Unfortunately, this results 
in skills training being left to instructors. This also can result in students being 
shown the same application tasks from several instructors. What is required is for 
the students to enter the institutions on an equal skill level that the instructors can 
build upon. 
 The ability to properly align the computer skills of the students with the 
instructors’ course content is vital to the integration of computer use in the 
classroom.  
 The next chapter describes the methodology in determination and development 
of the instruments used in this study.  
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C H A P T E R  3  
R E S E A R C H  M E T H O D S  
Introduction 
  As there are no computer literacy requirements for entrance to the University of 
Wisconsin-Stout at this time, only the instructor can determine the required skills 
and mastery levels that the student needs to possess at the beginning of a course. 
Therefore, this study, the assumption, that the validity of the survey instrument 
could only be assured by having the faculty create the instrument, was used. The 
input from the faculty was the only criteria for determining the importance of the 
competencies. 
 However, studies also indicate concern for the computer skills and abilities of 
faculty members. If the faculty creating the computer skills are lacking, then the 
survey created might not be valid or reliable. Therefore, the faculty did not assist in 
the creation of the assessment instruments. 
 Many of the competency assessments done in the past have been self-
assessments.  Many of these self-assessments do not address abilities relative to nor 
do they address the cognitive skills required in a college environment. For example, 
one study (Thompson and Smith, 1992) asks two questions relating to computer 
memory, the first asks, “What is the typical Random Access Memory (RAM) 
configuration for a computer?” The second asks, “Which Statement about 
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removable storage, such as zip cartridges is not true?” The results of the first 
question indicate most respondents answer with the perceived correct question. 
However, the question is incorrectly formulated, as it is the only possible correct 
answer. The distracters are not comparable. In addition, this information appears 
every time a computer boots.  The second reveals that respondents do not actually 
understand RAM or removable storage as 39.8 percent answered incorrectly.  Even 
if one considers self-assessments reliable, the assessment must be directed at the 
psychomotor functions and affective domains in addition to the cognitive. 
 In this study’s review of literature, the researcher provided the example of 
students born in different years. This was intended to indicate that the computer 
literacy skills of students and therefore the assessment of those skills are a “moving 
target”, so to speak. With this in mind, the researcher feels that the use of previous 
assessment instruments does not necessarily reflect accurate measurement of the 
student’s mastery computer skills as they apply currently at the University of 
Wisconsin-Stout.  
 To be a purist in the training and development area, a needs assessment and task 
analysis of the computer skills required should be conducted at Stout and the target 
workplaces of the programs. This is a case of competency-based learning. Mastery 
of a percentage of the skills is not sufficient. Students must possess complete 
mastery. Also, because of the rate of technology advancement combined with the 
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downward spiral in the cost of computing, the assessment and analysis should be 
done frequently to adjust for the rising expectations of employers and the increased 
skill of students. 
 Therefore, the researcher went outside of academia, to the training side of the 
workforce for the development of the instrument. Microsoft® Corporation has an 
Office Products Certification Program. This program, offered by many different 
companies, is based on the mastery of specific skills used in the Microsoft® Office 
products. Microsoft® has determined the skills and competencies they require the 
outside vendors to assess and learners to master, to become certified testers and 
users. (Available: http://www.microsoft.com/traincert/mcp/mous/requirements.asp) 
 This certification program provided the researcher with the skills and 
competencies from which to create the survey instrument1.  
Survey Preparation 
 Survey preparation began using the competency requirements from the 
Microsoft® Office Certification Exams. The survey encompassed tasks involving 
skills required to use Word®, Excel®, Access®, PowerPoint®, Outlook®, and 
FrontPage®. These competencies were arranged into the individual Microsoft® 
Office products. The complete list of the 275 competencies was given to the 
                                                 
1 Portions reprinted by permission of Microsoft Corporation. 
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undergraduate program directors for evaluation of the importance for skill mastery 
of each competence. (Appendices A, B, and C contain samples of the respective 
instruments.) 
 As mentioned previously, only the instructor’s can determine the required skills 
and mastery levels that the student needs to possess at the beginning of a course. 
Therefore, before one can assess the student’s skills, one must determine the 
instructors’ expectations.  As also stated previously, these skills and competencies 
being discussed require assessment in all three domains. Self-assessment cannot 
measure psychomotor skills. To assess the psychomotor skills, a hands-on 
competency test was also performed. The student identification number provided 
the ability to correlate the student self-assessment with the hands-on assessment. 
Because the students had already started classes a period of not more that two 
weeks between the two student assessments was targeted in order to reduce the 
competencies learned because of the student’s learning experience at the University 
of Wisconsin-Stout. 
 The researcher sent the first survey to the faculty to determine which skills they 
require incoming students to possess by the end of the first week of class. A Likert 
scale, assigning the values from zero (0) to five (5), depicted on the survey as N/A= 
Not Applicable; 1= not very important; and 5=Critically important was employed. 
Non-respondents and no response were assigned a null value. 
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 The first assessment was created from the results of the instructor survey. 
Competencies not required by instructors would be scrubbed. Then the 100 highest 
responses would be used to create the first assessment to be given to the student 
subjects. These questions are task oriented to the instructor classes. A Likert scale 
assigning the values from zero(0) to five(5) will be depicted on the survey as :  0= 
Don’t know what it is; 1= Can’t do; 3=could do with a manual; 5=have done many 
times were employed. Non-respondents and no response were assigned a null value. 
This provided a basis of general skills required for all students at this university. 
 A second, hands-on assessment was offered to those subjects willing to continue 
in the study. From the responses of the assessment and the questions in survey 1, 
the tasks for the hands-on assessment were created. This hands-on assessment is 
based on the highest task competencies the students claim to possess from the 
second assessment in conjunction with the highest requirements of the instructors.  
Assessment two (hands-on) included tasks from the questions in the first survey 1. 
Many of these tasks were combined, such as opening, saving to a disk, create a 
directory, format fonts, etc. The test was designed so that a student with the 
required skills can complete it within 30 minutes. The grading criteria for the test 
was based on the student’s ability to successfully manipulate the documents 
according to the instructions supplied.   
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Population and Sample  
 At present, there are 7,258 undergraduate students and 394 faculty and staff will 
be teaching during the 2002-2003 school year at the University of Wisconsin-Stout. 
(http://www.uwstout.edu/geninfo/facts.html) 
Faculty 
 Of the 394 faculty members at the University of Wisconsin-Stout, approximately 
147 (50 percent) will be teaching freshman courses in the fall of 2002 (personal 
conversation with J. Henderson, December 2001). In addition, as of Jan 2002, 70 of 
the teaching staff have one or more courses on Blackboard®, the course 
management tool the University of Wisconsin-Stout uses (Blackboard accounts 
spreadsheet). 
 Survey 1 was given to all 26 undergraduate program directors. The researcher 
feels that the program directors will be able to determine the requirements of the 
department through discussions with the program faculty.  A 50 percent rate of 
return will give 13 responses. I believe this will also be an acceptable, realistic, and 
reliable number of responses to evaluate the population (Zemke & Kramlinger, 
1982, p161). 
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Students 
 The self-assessment was to contain approximately 60 questions, including ten 
questions relating to the demographics of the students. 
 The anticipated incoming freshman population for the fall semester of 2002 is 
1700. The first assessment was given to as one hundred students during the first 
week of classes. While a 100 percent return is preferred, 60 percent would be 
acceptable.  Of the amount returned completed, 35 percent taking the second 
assessment (hands-on testing) would yield 21 percent of the actual population or 
315 students.  This I believe to be an acceptable, realistic, and reliable number of 
responses to evaluate the population (Zemke & Kramlinger, 1982, p161).  
 By tagging the student’s school Identification number, a future study could 
further investigate possible demographic correlations. If such a demographic 
correlation exists, learning methods and practices in the elementary and secondary 
school systems, as they apply to computer literacy, can be revised to embrace the 
needs of students.  
Research Schedule 
Phase One 
 The schedule for this research was highly dependant on the incoming students. 
To gain the truest and unadulterated data, the incoming students were tested within 
the first week of the 2001 fall term. That means that the survey had to be released to 
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the instructors and returned by the first week of August 2001, and the pilot testing 
and revisions completed by the second week of August.  
Phase Two 
 The first assessment was given the first week of classes. Several instructors from 
the English department offered their English 101classes as the student subjects. One 
of the classes is a laptop pilot class. This group was included to provide a cross 
section of all students.   
Phase Three 
 Assessment two (hands-on) was offered to those subjects willing to continue in 
the study within two weeks of taking the second survey. This time frame limited the 
amount of influence the college experience on the outcomes. Once the second 
assessment was created and validated, future studies could be conducted in a shorter 
time span. 
Data Validity and Reliability 
 The survey and assessments were pilot tested on instructors and random students 
already on campus. The pilot testing included feedback on the questions as well as 
scoring the responses.  
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Data Extraction 
 The data from the survey and the self-assessment was compared to determine if 
the skills instructors require match the skills students perceive they have. The 
aggregate score of a question and the standard deviation of the results of that 
question within the application determined the instructor requirements. The student 
scores were analyzed in the same manner. Furthermore, the instructor survey was 
also used to determine which skills are not considered necessary.  
 A comparison between the self-assessment and the hands-on assessments was 
used to determine if the student self-assessment is correlated to the actual mastery 
of the competencies. Analysis of the individual student self- assessment could also 
yield information about the reliability of the responses.  
The survey and assessments were completed on schedule. The results are published 
in the following section. 
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C H A P T E R  4  
R E S U L T S  
Introduction 
 Returns from survey one and the hands-on assessment were disappointingly low. 
In the first response from survey one only six out of thirty-two undergraduate 
program directors responded. The second response rate was worse. Four responses 
were returned. By this time it was determined that the response rate was too low to 
use the results to create a second survey for the students.  
 As time was essential for collecting the student data, instead of scrapping the 
study or waiting until fall 2002, the researcher elected to use all the questions from 
survey one in the self-assessment and the scrub the questions at a later time after 
more data from the instructor survey returned. Unfortunately, a third, person-to-
person contact and email with each instructor yielded only one more return. 
 The second (hands-on) assessment was equally disappointing. Only eight 
students (8 percent) accepted the opportunity for the hands-on assessment. A three-
hour block of time was set up in the evening for the assessment at one of the 
school’s computer labs. This was to allow for individual schedules. No students 
showed up. Follow up to the eight students yielded none willing to participate. 
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 The complete sets of raw data from the instructor survey, the student assessment 
and the hands-on assessment test files are available by contacting the researcher 
through e-mail at: streffr@uwstout.edu.  
Phase One 
 Of the 26 surveys sent out, eleven were returned. Six were returned in the first 
round. A personal follow-up with all the program directors yielded four more 
before the date for creating the second survey. An eleventh and final return was 
returned after the second survey was completed. This resulted in a 42.3 percent 
return. While the return appears to low to be acceptable, the all but one (403) of the 
results fall within two standard deviations of the median (788).  
Phase Two  
 The students from four English-101 classes were chosen for the first assessment. 
Of the one-hundred students given the survey, 95 returned the assessment 
completed to some degree. This translates into a 95 percent return. All four classes 
took longer than the anticipated fifteen to twenty minutes, several students taking as 
long as 45 minutes. All but four of the results fall within two standard deviations of 
the median. 
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 Seven percent of the students answered with all fives or a combination of fours 
and fives. At this point, it is impossible to determine whether these are the result of 
false input or if some students do possess this level of mastery. 
 
Phase Three 
 As there were no participants, there is no data from the hands-on assessment. 
This could reinforce Davis (1999) that students do not want competency skills 
assessments. 
 Data Analysis 
 The comparison the responses of the faculty expectations to the students was 
performed in several ways.  The first method of comparison was to take the values 
of the responses and divide them into the total possible value for the response. This 
gives a percentage of the expectations of the instructors to compare to the 
percentage of students with the perceived ability. The second method used was to 
take the total of responses for each competency from the surveys between three and 
five, and dividing by the total number of responses for each competency. This 
would give an indication of how many of the instructors felt the competency was 
important and how many of the students felt they could perform the competency. 
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 Figure 1, for example, compares the total responses of the faculty to the total 
responses of the students. The initial reaction to the chart is that students have 
higher ability than the requirements of the faculty expectations. However,  in 
reality, the totals column of this chart shows that instructors felt that only about half 
of the skills listed (.481) were of any importance to success in their classroom, and, 
that just over half (.526) of the students responded with an answer other that zero 
value (“Don’t know what it is”).  
Figure 1. Instructor responses vs. student self-assessment 
Instructor Responses compared to Student Responses
All Instructor - All Student
0.4110.481
0.640
0.564
0.716
0.319
0.526
0.716
0.604 0.619
0.379
0.580
0.000
0.200
0.400
0.600
0.800
1.000
Totals Word Excel Pow erPoint Access Outlook
Instructors Students
  
 
 However, when one compares the instructor expectations with the student 
responses ranking a four or higher on the scale (figure 2), a noticeable difference in 
the students abilities emerges. 
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Figure 2. Instructor responses compared to student mastery 
Instructor Responses compared to Student Responses
All Instructor- Student 4-5
0.564
0.319
0.411
0.716
0.481
0.640
0.4000.385
0.158
0.4050.421
0.613
0.000
0.200
0.400
0.600
0.800
1.000
Totals Word Excel Pow erPoint Access Outlook
Instructors Students
 
 
 In relation to the students, Figure 2 indicates one of two things: 1) only 38.5 
percent of the students surveyed felt they had some sort of mastery of any of the 
tasks or 2) all of the students felt mastery of 38.5 percent of the tasks. The largest 
difference between student ability and faculty expectations lies in the use of 
PowerPoint®. This could be due to instructors increased use of PowerPoint® as a 
replacement for transparencies projected by overheads or as a response to the need 
for students to learn presentation skills. Either way, the data suggests students are 
below the expectations.   
 To better understand the mastery level of the students, only responses of four 
and five were considered for the following. The students in total answered with a 
four or five 2406 times converting to 11.43 percent. Fifteen percent of the students 
had a total score of over 912, which if divided over the 275 questions would give an 
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average score of four. Only 33 percent of the students had a total score of over 725, 
producing an average score of three. Only 49 percent of the students had a total 
score of over 550, producing an average score of two. What the data at this point 
does not discriminate is how the 38.5 percent of the students’ results relate to the 
48.1 percent of the instructors’ results (figure 2). 
 The next method used was to take the top 100 tasks as determined by the 
instructors’ results and do the same comparisons. As shown in figure 3, Access was 
not included at all in the top 100 required skills.  Also interesting was that the 
overall averages stayed the same. Using Word® and PowerPoint® as examples, a 
student has an 82 or 78 percent chance of any instructor expecting competency in 
those respective applications. Conversely, an instructor can expect that 76 or 38 
percent of the students either have all the competencies required or that all of the 
students possess 76 or 38 percent of the competencies required. 
Figure 3. Top 100 response comparison 
Instructor Responses compared to Student Responses
Top 100 All Instructor- Student 4-5
0.826
0.6760.781
0.481
0.856
0.385
0.543
0.383
0.768
0.644
0.000
0.200
0.400
0.600
0.800
1.000
Totals Outlook Word Pow erPoint Excel
Instructors Students
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 To define the students’ abilities better, the last method used was to add the 
number of student responses with values of four and five together and divide by the 
total number of responses (excluding null responses) for each competency. By 
using this in conjunction with the instructors’ expectations, a better view of the 
instructor requirements-student skills relationship can be shown. 
Table 1. Student mastery of top 10 competencies 
Percentage of students with mastery Competency 
0.930 Print a document 
0.930 Use save 
0.930 Locate and open an existing document 
0.830 Read mail 
0.830 Send mail 
0.830 Compose mail by entering text 
0.800 Address mail by entering text 
0.800 Use mail features (forward, reply, and recall) 
0.680 Work with attachments 
0.910 Use the Spelling feature 
 
 Table 1 represents the students’ abilities of the top ten competencies chosen by 
instructors. It would appear that student competencies are high and in agreement 
with instructor expectations. As expected, the top competencies chosen by 
instructors and rank as highest mastered by students are very basic skills. Closer 
investigation revels that seven percent of the students cannot find, open, save, or 
spell check a document. It also reveals that between 18 and 20 percent of the 
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students cannot read, send, forward, or even reply to e-mail. Thirty-two percent of 
the students cannot work with attachments in Outlook. 
Table 2. Student mastery of competencies 90-100 
Percentage of students with 
mastery Competency 
0.370 Navigate within the calendar 
0.380 Set reminders 
0.510 Insert headers and footers 
0.560 Preview and print charts 
0.860 Use the Grammar feature 
0.610 Cut, copy, paste, paste special and move selected cells 
0.430 Import text from Microsoft® Word 
0.250 Use the pen during a presentation 
0.720 Enter text, dates, and numbers 
0.590 Edit cell content  
 
 While the top ten competencies are in close alignment between instructor 
expectations and the student perceived abilities, as shown in Table 1, by the 90th to 
100th competency listed by the instructors, represented by Table 2, larger 
discrepancies appear. Notice that in Table 2 there are several instances where 60 
percent of the students cannot perform the tasks and less than 50 percent of the 
students show mastery of four of the ten tasks. Notice also the ranking of the 
competencies by the program directors. Setting reminders and navigating through a 
calendar is given higher priority the using the grammar feature and editing the 
contents of cells.  
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Table 3. Selected competencies 
Percentage of students with 
mastery Competency 
0.650 Modify size of rows and columns 
0.510 Create a presentation from a template and/or a wizard 
0.540 Delete slides 
0.530 Create a specified type of slide 
0.220 Apply a design template 
0.260 Print speaker notes in a specified format 
0.430 Hide and unhide rows and columns 
0.450 Modify table structure (merge cells, change height and width) 
0.450 Move and copy worksheets 
0.510 Modify alignment of cell content 
 
 Table 3 shows some of the other competencies included in the survey. 
Interestingly, 51 percent claim to be able to create a presentation from a 
template/wizard, but only 22 percent can apply a design template. This could 
indicate over and/or under statements of skills and abilities or perhaps that students 
lack the ability to transfer skills from on application to another. Another indicator 
that the self-assessment may not reflect a student’s true ability surfaces with one 
considers that 65 percent of the students claim the ability to modify the size of rows 
and columns but only 51 percent are able to modify alignment of cell content.  
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Table 4. Student assessment grouping by percent 
Percent of students indicating mastery All competencies Top 100 
75% - 100 % 35 30 
50% - 74% 74 43 
25% - 49% 104 26 
0% - 24% 62 1 
 
 Ranking the competencies by the students’ abilities, Table 4 indicates the 
relationship between the percentage of students claiming mastery of a competency 
and the actual number of competencies in that percentile rank.  
 Implications and recommendations from these results are discussed in the next 
chapter. 
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C H A P T E R  5  
D I S C U S S I O N  A N D  R E C O M M E N D A T I O N S  
Discussion 
 Because of the researcher’s involvement at the University of Wisconsin-Stout, 
the survey instrument and the self-assessment from this study are being used by 
the university to create guide for the incoming students. The survey instrument 
has been modified to include the course being taught and sent to all instructors 
teaching freshman courses in the 2002-2003 school year. The results will be 
categorized into requirements of the course. After a student takes the self-
assessment, he or she can compare the results their own self-assessment to the 
course requirements as set forth by the instructors and determine which skills, if 
any they are in need of training. Training is available on campus. The current plan 
is to expand the survey and self-assessment to include all courses and all students 
in the near future.  
 Those students alluded to in the metaphor used earlier are the students that 
started college straight out of high school in the 2001 fall semester. For the last 19 
years, we as a nation, have been advocating computer literacy in schools. However, 
the results of this study indicate students are not at the level instructors expected. It 
also indicates that students master only enough skills to use the basic functions of 
applications in elementary and high school. It would appear they are taught how to 
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do specific task, but not how to assimilate, synthesize, or apply the skills to similar 
applications from different vendors or different types of applications from the same 
vendor. This study also indicates that there is no consensus as what skills are 
required or taught in high schools even though the State of Wisconsin has standards 
published (Wisconsin Model Academic Standards for Information & Technology 
Literacy, 1998).   
 There is discussion in academia that for an educational facility producing 
undergraduate degrees, teaching computer literacy skills lowers them to a 
technical or community college level.  This is absurd. We must look at computer 
skills in the same manner as learning to cut and bend glass in chemistry, or as in 
the past, learning the slide rule.  
 Those now teaching are at a disadvantage. They were not raised with 
computers. Nor do they have the support from the school system. They may feel 
intimidation from the students, fearing the students know more. Still students 
must be taught. Just as other professions must keep up-to-date in their field at 
their own expense, so must instructors teaching today must take ownership and 
realize that until the school systems catch up, they are responsible for preparing 
our youth for the workforce. 
 The student born in 1983 is now in college or the workforce. Has the 
educational system given that student the skills to be successful? The results of 
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this study indicate that we have not. Even if those students born in 1983 did not 
go on to college, the educational system did not provide the skill to edit a cell in a 
spreadsheet to 41 percent of them. This can seriously affect the nation’s ability to 
maintain its market share in the global economy.  
 Without an understanding of computer applications and the ability to apply that 
understanding in a variety of situations, could that person born in 1983 be able to 
obtain work in an automated factory? By not providing these tools, we are 
increasing training costs to business. The reaction will be that businesses will start 
recruiting only from high schools, colleges, and technical schools that meet all job 
criteria.  
Recommendations 
 This discussion leads the researcher to the following recommendations: 
1) To require computer competency testing of students graduating from both 
secondary and post secondary educational institutions. Competency testing 
must include assessing the mastery levels of applications and test the 
abilities of the students to apply skills and determine strategies for using 
applications across platforms, venders, and versions of application.  
2) That teachers and instructors must take ownership on their own and become 
proficient in using computer applications both as a learning transfer 
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technology and to integrate computer competencies skills of the students as 
part of the learning objectives. Instructors must become at least as proficient 
in their computer skills as the workforce requires of graduates of their 
program of study.  
3) That the secondary, technical and community colleges, and universities 
align the computer skills required of graduates with the expectations of the 
real world. Only by preparing the students for the workforce can the nation 
continue hope to continue the movement into a service and information 
society (Wisconsin Model Academic Standards for Information & 
Technology Literacy, 1998). 
4) Student skill and abilities as well as the requirements of the workforce are in 
constant flux. Continuous studies should be conducted to keep the 
instructors expectations in alignment with industry while also bringing the 
students abilities in line with the instructors expectations at the time the 
course is started.  
School Systems and Universities 
 The entire educational system must become more proactive in ensuring all 
students from all schools leave the institution with the necessary computer 
competencies to succeed in the workplace and in post-secondary education. 
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Community and technical colleges and universities must ensure that their computer 
literacy expectations are in alignment with the business world’s needs.  
 Students will require the up-to-date equipment and instructors with the 
knowledge and training to incorporate the technology into the learning experience. 
Faculty 
 Faculty must take ownership of the charge given them. Education of America is 
a grave responsibility. The instructors today need to absorb some of the cost of their 
training themselves, just as many other professionals do. They must also learn to be 
proactive and innovative in the use of technology and the integration of it in the 
classroom. Technology will most certainly continue to rise and educators need to 
stay abreast of the changing times.  
 
Students 
 Students must also take ownership. This is their future and the future of their 
children. Computer literacy is learning another skill, one not taught the same in all 
schools. They and their parents must demand excellence in education. Nevertheless, 
they must also be prepared to work and expect to be challenged. 
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Further Studies 
 Studies should be conducted using serious, reliable assessments to determine the 
extent computer skills are taught in elementary school and target those schools that 
do not meet requirements with additional funding, training, and equipment to bring 
the school and its students to the required levels.  
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A P P E N D I X  A  
I N S T R U C T O R  S U R V E Y  
 
*APPENDIX A WAS REMOVED BECAUSE IT CONTAINED 
COPYRIGHTED MATERIAL* 
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A P P E N D I X  B  
S T U D E N T  S E L F - A S S E S S M E N T  
The student assessment is identical to the instructor survey with the exception of the 
Likert scale used and the demographic information as shown below. For the 
students, the scale was: 0= Don’t know what it is; 1= Can’t do; 3=could do with a 
manual; 5=have done many times. 
2001 Student Computer Skills Survey 
The demographic information below is to provide future research for studying the 
relationship between what computer skills K-12 schools teach and the expectations 
of college faculty members. Also, as a second part of this study, there is a hands-on 
evaluation. If you wish to participate in the hands- on testing, enter your student ID 
on the space provided, otherwise, leave it blank. The demographic, Student ID, and 
the hands-on evaluation is completely voluntary and if you choose not to provide 
any of this information, the remainder of the survey you complete will still be used. 
If you choose not to take part in the survey, please return the survey blank. Blank 
surveys will be considered as non-respondents. If you are under 18, the law does 
not allow you to take part in this survey without your parents written consent. 
If you are under 18, please mark the survey N/A and the survey will be thrown 
out. 
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What High School did you graduate from? City_________State_______ 
What year did you graduate?__________ 
I would like to participate in the hands-on evaluation. Student ID___________ 
This survey is designed to determine the level of computer experience you have 
with Microsoft Office products and with computers in general. Please answer as 
honestly as you can. 
Do you have access to a computer at 
home? 
Y N PC      MAC OTHER 
Do you have a computer here at school? Y N   PC MAC OTHER 
What is the age of your computer?       <1 
yr 
1-2 yr 2-3 yrs 3-4 yrs >4 yrs 
How much time do you spend per week 
on a computer other than gaming?   
<5 
hrs 
5-10 
hrs 
10–15 
hrs 
15-20 hrs  >20 hrs 
I can install software other than games  No Never 
tried  
Maybe With a 
manual  
Yes 
How many of the following file 
extensions can you identify with the 
type of file and the Microsoft 
program(s) that opens them? Jpg, avi, 
dot, doc, gif, mov, mpeg, wls, mdb, pdf, 
ai, htm, xls, ppt, wav, aif, mid, psd, txt, 
pst  
None <5 5-9  10-
14   
15-
19  
All 20 
If a 100 Meg zip disk actually holds 94 Meg of 
data, can you copy three 31.5 Meg files to it? 
Y N 
2001 Student Computer Skills Self -assessment       
 
*THE REMAINING PAGES OF APPENDIX B WERE REMOVED BECAUSE 
THEY CONTAINED COPYRIGHTED MATERIAL* 
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A P P E N D I X  C  
S T U D E N T  H A N D S  O N  A S S E S S M E N T  
D I R E C T I O N S  
 Directions for Word 
1. Open the Word document named “student survey test” on the desktop. 
2. Create a file folder named test on the zip disk. 
3. Insert page number in the upper right corner of each page. 
4. Set the margins to 1¼” on the left and 1” on the right. Set the top and bottom 
margins to ½ “ 
5. Reset the tabs to the default setting. 
6. Format the section headings to a Heading 1 style Bold , Red. 
7. Change the font in all of section 1 to Arial, 12 point. 
8. Left justify the 1st paragraph of section 1. 
a. Set the first paragraph for .5 hanging indent on the first line 
b. Right Justify the second paragraph. 
9. Highlight the word “module” with blue in section 1. 
10. In section 2, Create a bulleted list of phase 1 and a numbered list of phase 2. 
11. Cut section 5 and paste it  before section 2 
12. Reformat document so that there is a page break between Section 2 and 3. 
13. Format section 3 so that the paragraphs are double-spaced. 
14. Find section 4 in the document 
a. Change the information in Section 4 into a table. 
15. Replace all the instances of “HRD” with “Human Resource Development”. 
16. Spell check the document. 
17. Save this document to the zip disk in the new folder using your student Id # as 
the name of the file. 
18. That’s it for the first portion! 
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Directions for PowerPoint 
 
 
1. Open the PowerPoint presentation 
2. Apply any design template. 
3. Change slides 1 and 2 to 3 column slides 
4. Change the bold font in slide 9 to Times New Roman 20 point and the un-bolded 
font to Arial Black 18 Pt. 
5. Save the presentation as test2 
6. Open a new presentation 
7. copy slides 4 ,5,& 7  from test 2 into the new presentation 
8. Copy this document into the notes section of the new document. 
9. Change the order of the slides so that slide 7 is the first and slide 5 is the second. 
10. Insert a new slide before the second slide. 
11. Insert a picture into the slide. 
12. Save the presentation as test 3. 
13. Close PowerPoint. 
14. That’s it!!! 
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A P P E N D I X  D  
I N S T R U C T O R  S U R V E Y  R E S P O N S E  D A T A  
NOTE: The competencies are color coded as follows:  
1. Application     
2. Application Competency Topic heading 
3. Competency ranking 001-100 of instructor expectations 
4. Competency ranking 101-200 of instructor expectations  
5. Competency ranking 201-275 of instructor expectations   
 
 Survey Results (Instructor Responses) 26 subjects- 11 
completed- 3 confirmed Non Respondent Scale:  0=Not 
Applicable; 1=Not Very Important; 5=Critically 
Important  
Sort on inst 
Sort on 
students
N
um
ber 
percent Average STDEV Competency 
    
     
     
0.562 3.456 1.406  Microsoft® Word 2000 2 1 1 
0.639 3.577 1.362 Working with Text 8 1 1A 
0.727 3.818 0.982 Use the Undo, Redo, and Repeat command 54 12 1A01 
0.873 4.364 0.809 
Apply font formats (Bold, Italic and 
Underline) 19 6 1A02 
0.945 4.727 0.467 Use the Spelling feature 11 7 1A03 
0.545 3.273 1.555 Use the Thesaurus feature 110 15 1A04 
0.618 3.545 1.440 Use the Grammar feature 83 13 1A05 
0.564 3.273 1.348 Insert page breaks 104 41 1A06 
0.745 3.818 1.328 Highlight text in document 47 10 1A07 
0.891 4.455 0.820 Insert and move text 17 11 1A08 
0.764 4.000 1.549 
Cut, Copy, Paste, and Paste Special using 
the Office Clipboard 43 24 1A09 
0.291 2.600 1.430 Copy formats using the Format Painter 217 133 1A10 
0.891 4.455 0.522 Select and change font and font size 16 9 1A11 
0.709 3.909 1.221 Find and replace text 60 34 1A12 
0.582 
3.182 1.079 
Apply character effects (Superscript, 
Subscript, Strikethrough, Small Caps and 
Outline) 
99 33 1A13 
0.455 2.818 1.328 Insert date and time 141 37 1A14 
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0.345 2.545 1.440 Insert symbols 180 62 1A15 
0.273 2.364 1.286 
Create and apply frequently used text with 
AutoCorrect  228 100 1A16 
0.595 3.494 1.397 Working with Paragraphs  12 2 1B 
0.891 4.455 0.522 
Align text in paragraphs (Center, Left, 
Right and Justified)  15 8 1B01 
0.836 4.182 0.603 Add bullets and numbering 25 18 1B02 
0.509 3.091 1.446 
Set character, line, and paragraph spacing 
options 121 21 1B03 
0.400 2.909 1.578 Apply borders and shading to paragraphs 155 51 1B04 
0.745 4.000 1.342 
Use indentation options (Left, Right, First 
Line and Hanging Indent) 48 25 1B05 
0.582 3.545 1.572 
Use Tabs command (Center, Decimal, Left 
and Right) 98 29 1B06 
0.455 3.091 1.446 Create an outline style numbered list 142 57 1B07 
0.345 2.600 1.430 Set tabs with leaders  181 92 1B08 
0.551 3.322 1.445 Working with Documents  16 6 1C 
0.982 4.909 0.302 Print a document  2 1 1C01 
0.782 3.909 0.944 Use print preview 40 5 1C02 
0.418 2.818 1.401 Use Web Page Preview 148 130 1C03 
0.927 4.636 0.674 Navigate through a document 13 55 1C04 
0.800 4.000 1.483 Insert page numbers 35 39 1C05 
0.727 4.000 0.816 Set page orientation 58 93 1C06 
0.891 4.455 0.820 Set margins 18 28 1C07 
0.509 3.000 1.095 
Use GoTo to locate specific elements in a 
document 123 137 1C08 
0.709 3.636 1.286 Create and modify page numbers 62 77 1C09 
0.673 3.727 1.191 Create and modify headers and footers 69 60 1C10 
0.364 2.636 1.502 Align text vertically 167 68 1C11 
0.145 2.091 1.136 Create and use newspaper columns 248 73 1C12 
0.255 2.364 1.120 Revise column structure 236 114 1C13 
0.382 2.636 1.690 Prepare and print envelopes and labels 158 76 1C14 
0.327 2.727 1.555 Apply styles 192 75 1C15 
0.327 2.600 1.265 
Create sections with formatting that differs 
from other sections 193 135 1C16 
0.145 2.111 1.269 Use Click & Type  249 79 1C17 
0.685 3.755 1.466 Managing Files  6 4 1D 
0.982 4.909 0.302 Use save  1 2 1D01 
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0.982 4.909 0.302 Locate and open an existing document 3 4 1D02 
0.945 4.727 0.467 
Use Save As (different name, location or 
format) 10 3 1D03 
0.945 4.727 0.647 Create a folder 12 14 1D04 
0.364 2.818 1.328 Create a new document using a Wizard 166 46 1D05 
0.382 2.455 1.368 Save as Web Page 159 128 1D06 
0.455 2.727 1.348 Use templates to create a new document 143 71 1D07 
0.545 3.091 1.300 Create Hyperlinks 114 169 1D08 
0.382 2.727 1.618 Use the Office Assistant 160 117 1D09 
0.873 4.455 1.293 Send a Word document via e-mail  21 49 1D10 
0.281 3.000 1.305 Using Tables  31 23 1E 
0.655 3.545 1.214 Create and format tables  74 67 1E01 
0.436 2.636 1.286 Add borders and shading to tables 146 95 1E02 
0.509 3.182 1.328 
Revise tables (insert and delete rows and 
columns, change cell formats) 122 78 1E03 
0.618 3.364 1.206 
Modify table structure (merge cells, change 
height and width) 85 121 1E04 
0.309 2.273 1.272 Rotate text in a table  205 144 1E05 
0.573 3.091 1.065 Working with Pictures and Charts  14 3 1F 
0.545 2.909 1.136 Use the drawing toolbar  111 42 1F01 
0.600 3.273 1.009 
Insert graphics into a document (WordArt, 
ClipArt, Images)  89 27 1F02 
0.499 2.850 1.590  Microsoft®  Excel 2000 3 2 2 
0.470 2.713 1.562 Working with Cells  19 9 2A 
0.364 2.273 1.348 Use Undo and Redo  165 30 2A01 
0.527 2.818 1.601 Clear cell content 117 69 2A02 
0.600 3.182 1.779 Enter text, dates, and numbers 90 40 2A03 
0.600 3.182 1.779 Edit cell content 93 70 2A04 
0.600 3.182 1.779 Go to a specific cell 95 89 2A05 
0.582 3.091 1.700 Insert and delete selected cells 100 66 2A06 
0.618 3.273 1.849 
Cut, copy, paste, paste special and move 
selected cells 84 63 2A07 
0.473 2.545 1.293 Use the Office Clipboard 135 119 2A08 
0.309 2.182 1.328 Use Find and Replace 206 148 2A09 
0.364 2.400 1.350 Clear cell formats 170 136 2A10 
0.345 2.300 1.252 Work with series (AutoFill) 182 165 2A11 
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0.255 2.000 1.491 Create hyperlinks  238 219 2A12 
0.409 2.636 1.529 Working with Files  22 25 2B 
0.400 2.636 1.502 Use templates to create a new workbook 157 176 2B01 
0.418 2.636 1.629 Save a worksheet/workbook as a Web Page 152 208 2B02 
0.469 2.675 1.468 Formatting Worksheets  20 13 2C 
0.564 3.091 1.578 
Apply font styles (typeface, size, color, and 
styles)  103 35 2C01 
0.636 3.273 1.489 
Apply number formats (currency, percent, 
dates, and commas) 78 50 2C02 
0.655 3.364 1.502 Modify size of rows and columns 73 56 2C03 
0.600 3.091 1.446 Modify alignment of cell content 96 105 2C04 
0.636 3.273 1.555 Adjust the decimal place 81 111 2C05 
0.291 2.000 1.265 Use the Format Painter 219 157 2C06 
0.291 2.000 1.265 Apply autoformat 218 138 2C07 
0.364 2.400 1.350 Apply cell borders and shading 174 164 2C08 
0.455 2.636 1.433 Merging cells 144 160 2C09 
0.364 2.273 1.348 Rotate text and change indents 173 177 2C10 
0.309 2.000 1.414 Define, apply, and remove a style  207 166 2C11 
0.586 3.212 1.643 Page Setup and Printing  13 8 2D 
0.600 3.273 1.679 
Preview and print worksheets and 
workbooks  91 59 2D01 
0.364 2.182 1.401 Use Web Page Preview 171 171 2D02 
0.709 3.636 1.629 Print a selection 61 38 2D03 
0.709 3.636 1.690 Change page orientation and scaling 63 116 2D04 
0.600 3.273 1.679 Set page margins and centering 92 61 2D05 
0.527 3.091 1.700 Insert and remove a page break 116 80 2D06 
0.564 3.273 1.794 Set print, and clear a print area 106 104 2D07 
0.564 3.273 1.794 Set up headers and footers 105 65 2D08 
0.636 3.273 1.555 
Set print titles and options (gridlines, print 
quality, row & column headings)  79 88 2D09 
0.600 3.200 1.543 Working with Worksheets and Workbooks 11 12 2E 
0.727 3.727 1.737 Insert and delete rows and columns  56 64 2E01 
0.582 3.000 1.414 Hide and unhide rows and columns 102 132 2E02 
0.509 2.727 1.421 Freeze and unfreeze rows and columns 126 183 2E03 
0.436 2.636 1.286 Change the zoom setting 147 83 2E04 
0.655 3.364 1.629 Move between worksheets in a workbook 77 146 2E05 
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0.655 3.364 1.567 Check spelling 72 36 2E06 
0.691 3.545 1.572 Rename a worksheet 66 72 2E07 
0.691 3.545 1.635 Insert and Delete worksheets 68 120 2E08 
0.709 3.636 1.629 Move and copy worksheets 64 122 2E09 
0.345 2.455 1.508 
Link worksheets & consolidate data using 
3D References  183 232 2E10 
0.412 2.471 1.597 Working with Formulas and Functions  21 28 2F 
0.473 2.636 1.748 Enter a range within a formula by dragging 138 173 2F01 
0.491 2.727 1.794 
Enter formulas in a cell and use the formula 
bar 130 175 2F02 
0.473 2.636 1.690 Revise formulas 137 181 2F03 
0.382 2.364 1.567 Use references (absolute and relative) 161 222 2F04 
0.382 2.364 1.567 Use AutoSum 162 189 2F05 
0.327 2.273 1.555 Use Paste Function to insert a function 196 167 2F06 
0.527 2.909 1.973 
Use basic functions (AVERAGE, SUM, 
COUNT, MIN, and MAX) 119 170 2F07 
0.418 2.364 1.433 Enter functions using the Formula Palette 154 226 2F08 
0.418 2.545 1.753 Use date functions (NOW and DATE) 153 214 2F09 
0.327 2.182 1.601 Use financial functions (FV and PMT) 200 248 2F10 
0.309 2.182 1.401 Use logical functions (IF)  208 244 2F11 
0.502 3.135 1.692 Using Charts and Objects  18 16 2G 
0.636 3.455 1.753 Preview and print charts  80 81 2G01 
0.491 2.909 1.578 Use the Chart Wizard to create a chart 128 153 2G02 
0.491 3.200 1.814 Modify charts 127 156 2G03 
0.473 3.100 1.792 Insert, move, and delete an object (picture) 134 125 2G04 
0.418 3.000 1.826 Create and modify lines and objects  150 147 2G05 
0.667 3.591 1.355 Microsoft® PowerPoint® 2000  1 3 3 
0.808 4.247 0.947 Creating a Presentation  1 11 3A 
0.855 4.700 0.675 Delete slides  23 85 3A01 
0.836 4.600 0.516 Create a specified type of slide 27 91 3A02 
0.909 4.545 0.688 
Create a presentation from a template 
and/or a wizard 14 101 3A03 
0.836 4.364 0.924 
Navigate among different views (slide, 
outline, sorter, tri-pane) 29 113 3A04 
0.836 4.364 0.924 
Create a new presentation from existing 
slides 28 108 3A05 
0.764 4.000 0.894 
Copy a slide from one presentation into 
another 45 129 3A06 
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0.655 3.636 1.567 Insert headers and footers 75 106 3A07 
0.818 4.273 1.009 Create a Blank presentation 34 86 3A08 
0.764 3.818 0.603 
Create a presentation using the 
AutoContent Wizard 46 154 3A09 
0.776 4.015 0.936 Modifying a Presentation  2 15 3B 
0.855 4.273 0.786 
Change the order of slides using Slide Sorter 
view  24 94 3B01 
0.745 3.818 1.168 Find and replace text 49 87 3B02 
0.800 4.182 0.874 Change the layout for one or more slides 37 102 3B03 
0.727 3.818 0.982 Modify the Slide Master 59 163 3B04 
0.745 3.909 0.944 Modify slide sequence in the outline pane 52 140 3B05 
0.782 4.091 0.944 Apply a design template  42 221 3B06 
0.558 3.255 1.288 Working with Text  15 14 3C 
0.818 4.273 1.009 Check spelling  31 31 3C01 
0.782 4.091 0.831 
Change and replace text fonts (individual 
slide and entire presentation) 41 53 3C02 
0.491 2.818 1.079 Enter text in tri-pane view 132 190 3C03 
0.618 3.545 1.440 Import text from Microsoft® Word 87 126 3C04 
0.564 3.273 1.272 Change the text alignment 107 109 3C05 
0.655 3.545 1.293 Create a text box for entering text 76 107 3C06 
0.527 3.000 1.265 Use the Wrap text in TextBox feature 120 172 3C07 
0.418 2.818 1.328 Use the Office Clipboard 151 155 3C08 
0.236 2.273 0.905 Use the Format Painter 242 182 3C09 
0.473 2.909 1.375 
Promote and Demote text in slide and 
outline panes  140 213 3C10 
0.631 3.364 1.404 Working with Visual Elements  9 10 3D 
0.800 4.000 1.483 Add a picture from the ClipArt Gallery  36 44 3D01 
0.618 3.273 1.272 
Add and group shapes using WordArt or 
the Drawing Toolbar 86 110 3D02 
0.509 3.000 1.549 Apply formatting 125 139 3D03 
0.582 3.273 1.421 Add text to a graphic object using a text box 101 97 3D04 
0.727 3.636 1.286 Scale and size an object including ClipArt 57 74 3D05 
0.673 3.545 1.508 Create tables within PowerPoint 71 134 3D06 
0.509 2.818 1.328 Rotate and fill an object  124 127 3D07 
0.513 2.964 1.347 Customizing a Presentation  17 20 3E 
0.636 3.273 1.489 Add AutoNumber bullets  82 143 3E01 
0.473 2.909 1.375 Add speaker notes 139 188 3E02 
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0.491 2.909 1.514 Add graphical bullets 129 161 3E03 
0.600 3.182 1.328 Add slide transitions 97 158 3E04 
0.364 2.545 1.128 Animate text and objects  172 141 3E05 
0.705 3.614 1.498 Creating Output  4 22 3F 
0.564 3.000 1.612 Preview presentation in black and white  109 185 3F01 
0.709 3.727 1.489 Print slides in a variety of formats 65 195 3F02 
0.800 4.000 1.483 Print audience handouts 39 180 3F03 
0.745 3.727 1.421 Print speaker notes in a specified format  53 204 3F04 
0.727 3.795 1.564 Delivering a Presentation  3 18 3G 
0.745 3.909 1.640 Start a slide show on any slide  50 112 3G01 
0.800 4.000 1.483 Use on screen navigation tools 38 124 3G02 
0.745 3.818 1.722 Print a slide as an overhead transparency 51 162 3G03 
0.618 3.455 1.572 Use the pen during a presentation  88 209 3G04 
0.629 3.364 1.580 Managing Files  10 17 3H 
0.836 4.182 1.471 Save changes to a presentation  26 48 3H01 
0.818 4.091 1.446 Save as a new presentation 32 58 3H02 
0.491 3.000 1.414 Publish a presentation to the Web 131 217 3H03 
0.455 2.636 1.567 Use Office Assistant 145 192 3H04 
0.545 2.909 1.578 Insert hyperlink  115 198 3H05 
0.313 1.759 1.859 Microsoft® Access 2000  5 5 4 
0.327 1.895 2.128 Planning and Designing Databases  23 35 4A 
0.291 1.778 2.224 
Determine appropriate data inputs for your 
database  226 267 4A01 
0.291 1.778 2.224 
Determine appropriate data outputs for 
your database 225 258 4A02 
0.382 2.100 2.331 Create table structure 164 256 4A03 
0.345 1.900 2.079 Establish table relationships  191 264 4A04 
0.298 1.720 1.852 Working with Access  29 29 4B 
0.218 1.400 1.506 Use the Office Assistant  244 236 4B01 
0.291 1.600 1.713 Select an object using the Objects Bar 221 210 4B02 
0.291 1.800 2.098 
Print database objects (tables, forms, 
reports, and queries) 220 186 4B03 
0.345 1.900 2.079 
Navigate through records in a table, query, 
or form 187 242 4B04 
0.345 1.900 2.132 
Create a database (using a Wizard or in 
Design View)  188 245 4B05 
0.322 1.771 1.874 Building and Modifying Tables  25 34 4C 
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0.345 1.900 2.132 Create tables by using the Table Wizard  186 4C01 
0.327 1.800 1.989 Set primary keys 202 246 
0.345 1.900 2.079 Modify field properties 190 254 4C03 
0.364 2.000 2.211 Use multiple data types 179 252 4C04 
1.800 1.989 Modify tables using Design View 203 260 4C05 
0.273 1.581 Use the Lookup Wizard 232 269 4C06 
0.273 1.500 Use the Input Mask Wizard  233 272 4C07 
0.309 1.700 1.776 28 33 4D 
0.309 1.700 1.829 Create a form with the Form Wizard  261 4D01 
0.291 1.600 1.713 Use the Control Toolbox to add controls 224 4D02 
0.327 1.800 1.989 
Modify Format Properties (font, style, font 
size, color, caption, etc.) of controls 197 194 
0.327 1.800 1.989 
Use form sections (headers, footers, and 
detail) 199 223 4D04 
0.291 1.600 1.713 Use a Calculated Control on a form  
227 
4C02 
0.327 
1.500 
1.581 
Building and Modifying Forms  
215
253 
4D03 
222 251 4D05 
0.324 1.800 1.899 Viewing and Organizing Information  24 31 4E 
0.218 1.400 1.506 Use the Office Clipboard  243 230 4E01 
0.273 1.500 1.581 Switch between object Views 229 224 4E02 
0.364 2.000 2.211 Enter records using a datasheet 177 218 4E03 
0.345 1.900 2.079 Enter records using a form 184 241 4E04 
0.364 2.000 2.211 Delete records from a table 176 207 4E05 
0.382 2.100 2.331 Find a record 163 197 4E06 
0.364 2.000 2.211 Sort records 178 225 4E07 
0.327 1.800 1.989 
Apply and remove filters (filter by form and 
filter by selection) 201 247 4E08 
0.345 1.900 2.079 Specify criteria in a query 189 249 4E09 
0.309 1.700 1.829 Display related records in a subdatasheet 212 265 4E10 
0.291 1.600 1.713 Create a calculated field 223 250 4E11 
0.309 1.700 1.829 Create and modify a multi-table select query 211 257 4E12 
0.318 1.750 1.860 Defining Relationships  27 38 4F 
0.327 1.800 1.989 Establish Relationships  204 274 4F01 
0.309 1.700 1.829 Enforce referential integrity  216 275 4F02 
0.322 1.771 1.851 Producing Reports  26 32 4G 
0.309 1.700 1.829 Create a report with the Report Wizard  213 266 4G01 
0.364 2.000 2.211 Preview and print a report 175 184 4G02 
0.309 1.700 1.829 Move and resize a control 210 255 4G03 
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0.327 1.800 1.989 
Modify Format Properties (font, style, font 
size, color, caption, etc.) 198 193 4G04 
0.309 1.700 1.829 Use the Control Toolbox to add controls 209 243 4G05 
0.345 1.900 2.079 
Use report sections (headers, footers, and 
detail) 185 238 4G06 
0.291 1.600 1.713 Use a Calculated Control in a report  227 271 4G07 
0.255 1.600 1.714 Integrating with Other Applications  33 36 4H 
0.255 1.600 1.776 Import data to a new table  239 268 4H01 
0.255 1.600 1.776 Save a table, query, form as a Web page 240 259 4H02 
0.255 1.600 1.776 Add Hyperlinks  241 262 4H03 
0.285 1.700 1.841 Using Access Tools  30 37 4I 
0.309 1.700 1.829 Print database relationships  214 270 4I01 
0.273 1.700 1.947 Backup and restore a database 230 263 4I02 
0.273 1.700 1.947 Compact and repair a database  231 273 4I03 
0.345 3.067 1.572 Microsoft® Outlook® 2000  4 4 5 
0.701 3.840 1.346 
Use Microsoft Outlook 2000 Mail to 
Communicate with Others 5 5 5A 
0.982 4.909 0.302 Read mail  4 16 5A01 
0.982 4.909 0.302 Send mail 5 17 5A02 
0.982 4.909 0.302 Compose mail by entering text 6 19 5A03 
0.855 4.455 0.934 Print mail 22 20 5A04 
0.982 4.909 0.302 Address mail by entering text 7 23 5A05 
0.964 4.818 0.405 
Use mail features (forward, reply, and 
recall) 8 22 5A06 
0.818 4.091 0.701 Use address book to address mail 30 26 5A07 
0.600 3.364 0.924 Flag mail messages 94 82 5A08 
0.818 4.091 0.701 Navigate within mail 33 47 5A09 
0.873 4.364 0.809 Find messages 20 32 5A10 
0.473 2.909 1.300 Configure basic mail print options 133 52 5A11 
0.964 4.818 0.405 Work with attachments 9 43 5A12 
0.545 3.273 1.618 Add a signature to mail 112 103 5A13 
0.364 2.727 1.348 Customize the look of mail 168 90 5A14 
0.255 2.273 1.191 
Use mail templates (themes) to compose 
mail 235 118 5A15 
0.255 2.364 1.120 
Integrate and use mail with other Outlook 
components 237 131 5A16 
0.200 2.091 1.221 Customize menu and task bars  245 115 5A17 
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0.644 3.436 0.996 Use Outlook 2000 to Manage Messages  7 7 5B 
0.764 3.818 0.874 Create folders  44 45 5B01 
0.727 3.636 0.674 Sort mail 55 54 5B02 
0.673 3.545 0.934 Set viewing options 70 98 5B03 
0.691 3.545 1.128 Archive mail messages 67 99 5B04 
0.364 2.636 1.027 Filter a view  169 123 5B05 
0.264 2.510 1.468 Use the Outlook 2000 Calendar  32 21 5C 
0.545 3.200 1.398 Navigate within the calendar  113 159 5C01 
0.564 3.300 1.494 Schedule appointments and events 108 150 5C02 
0.527 3.100 1.287 Set reminders 118 151 5C03 
0.418 2.700 1.703 Print in calendar 149 152 5C04 
0.400 2.600 1.506 Schedule multi-day events 156 149 5C05 
0.327 2.400 1.430 Configure calendar print options 194 174 5C06 
0.327 2.500 1.354 Customize the calendar view 195 178 5C07 
0.473 2.900 1.524 Schedule recurring appointments 136 168 5C08 
0.055 1.500 1.291 Customize menu and task bars 254 187 5C09 
0.055 1.750 1.258 Add and remove meeting attendees 255 196 5C10 
0.000 1.500 1.000 Plan meetings involving others 264 203 5C11 
0.000 1.250 0.957 
Save a personal or team calendar as a Web 
page 269 237 5C12 
0.000 1.250 0.957 
Book office resources directly (e.g., 
conference rooms) 267 231 5C13 
0.000 1.250 0.957 
Integrate calendar with other Outlook 
components  268 228 5C14 
0.094 2.250 1.175 Navigate and Use Outlook 2000 Effectively 35 24 5D 
0.145 2.750 1.708 Use Outlook Help and Office Assistant.  250 179 5D01 
0.127 2.750 0.957 Move items between folders 252 142 5D02 
0.145 3.000 1.155 Navigate between Outlook components 251 191 5D03 
0.055 1.750 0.957 Modify the Outlook Master Categories List 263 216 5D04 
0.055 1.750 0.957 Assign items to a category 258 211 5D05 
0.055 1.750 0.957 Sort information using categories 261 220 5D06 
0.073 2.000 1.414 Use the Office Clipboard  253 205 5D07 
0.121 2.333 2.582 Use Contacts  34 19 5E 
0.255 3.500 0.577 Create, edit, and delete contacts  234 84 5E01 
0.182 3.000 0.816 Send contact information via e-mail 246 96 5E02 
0.182 3.000 0.816 Organize contacts by category 247 145 5E03 
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0.055 1.750 0.957 Manually record an activity in a journal 256 206 5E04 
0.055 1.500 1.291 Link activities to a Contact 260 215 5E05 
0.000 1.250 0.957 Sort contacts using fields  265 212 5E06 
0.000 0.909 0.921 Use Tasks  38 30 5F 
0.000 1.000 1.155 Create and update one-time tasks  270 229 5F01 
0.000 1.000 1.155 Accept and decline tasks 271 233 5F02 
0.000 0.750 0.957 Organize tasks using categories 272 234 5F03 
0.000 0.750 0.957 Assign tasks to others 273 235 5F04 
0.000 1.000 1.000 
Create tasks from other Outlook 
components 274 239 5F05 
0.000 1.000 1.000 Change the view for tasks  275 240 5F06 
0.055 
1.667 1.528 
Integrate Microsoft Office Applications and 
Other Applications with Outlook 2000 
Components  
36 26 5G01 
0.055 1.667 1.528 
Create and use Office documents inside 
Outlook 2000  257 199 5G01 
0.036 1.222 1.202 Use Notes  37 27 5H 
0.055 1.333 1.528 Create and edit notes  259 200 5H01 
0.055 1.333 1.528 Organize and view notes 262 201 5H02 
0.000 1.000 1.000 Customize notes  266 202 5H03 
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A P P E N D I X  E  
S T U D E N T  S E L F - A S S E S S M E N T  R E S P O N S E  D A T A  
NOTE: The competencies are color coded as follows:  
1. Application     
2. Application Competency Topic heading 
3. Competency ranking 001-100 of instructor expectations 
4. Competency ranking 101-200 of instructor expectations  
5. Competency ranking 201-275 of instructor expectations   
 
       
       
      
 
Survey Results (Student responses) 100 subjects- 
100 returned- 5 confirmed Non Respondent :   
Scale:  0=Don't know what it is; 1=Can’t do; 
3=Could do with a manual; 5=Have done many 
times 
sort on 
students 
sort on inst 
H
eading 
w
ithin 
% Average STDEV  Competency      
           
0.613 4.057 1.430  Microsoft®  Word 2000 1 2 1 
0.747 4.348 1.257  Working with Text 1 8 1A 
0.842 4.553 1.224  Use the Undo, Redo, and Repeat command  12 54 1A01
0.908 
4.904 0.509 
 
Apply font formats (Bold, Italic and Underline) 6 19 1A02
0.900 4.830 0.682  Use the Spelling feature 7 11 1A03
0.818 4.581 1.014  Use the Thesaurus feature 15 110 1A04
0.840 4.596 1.071  Use the Grammar feature 13 83 1A05
0.672 4.053 1.432  Insert page breaks 41 104 1A06
0.848 4.670 0.988  Highlight text in document 10 47 1A07
0.844 4.660 0.922  Insert and move text 11 17 1A08
0.772 
4.543 0.876 
 Cut, Copy, Paste, and Paste Special using the Office 
Clipboard 24 43 1A09
0.398 3.170 1.702  Copy formats using the Format Painter 133 217 1A10
0.862 4.777 0.690  Select and change font and font size 9 16 1A11
0.728 4.362 1.115  Find and replace text 34 60 1A12
0.732 
4.266 1.321 
 
Apply character effects (Superscript, Subscript, 
Strikethrough, Small Caps and Outline) 33 99 1A13
0.710 4.255 1.226  Insert date and time 37 141 1A14
0.586 4.000 1.318  Insert symbols 62 180 1A15
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0.496 
3.340 1.763 
 Create and apply frequently used text with 
AutoCorrect  100 228 1A16
0.718 4.342 1.097  Working with Paragraphs  2 12 1B 
0.892 
4.892 0.403 
 Align text in paragraphs (Center, Left, Right and 
Justified)  8 15 1B01
0.812 4.548 1.038  Add bullets and numbering 18 25 1B02
0.776 
4.521 0.913 
 
Set character, line, and paragraph spacing options 21 121 1B03
0.626 4.106 1.140  Apply borders and shading to paragraphs 51 155 1B04
0.764 
4.457 0.912 
 Use indentation options (Left, Right, First Line and 
Hanging Indent) 25 48 1B05
0.752 
4.468 0.888 
 Use Tabs command (Center, Decimal, Left and 
Right) 29 98 1B06
0.614 4.053 1.282  Create an outline style numbered list 57 142 1B07
0.506 3.688 1.452  Set tabs with leaders  92 181 1B08
0.583 3.808 1.513  Working with Documents  6 16 1C 
0.930 4.979 0.206  Print a document  1 2 1C01
0.916 4.936 0.322  Use print preview 5 40 1C02
0.406 3.085 1.721  Use Web Page Preview 130 148 1C03
0.616 3.989 1.403  Navigate through a document 55 13 1C04
0.704 4.295 1.129  Insert page numbers 39 35 1C05
0.504 3.421 1.615  Set page orientation 93 58 1C06
0.752 4.389 0.992  Set margins 28 18 1C07
0.388 
3.202 1.624 
 
Use GoTo to locate specific elements in a document 137 123 1C08
0.532 3.747 1.399  Create and modify page numbers 77 62 1C09
0.608 4.021 1.246  Create and modify headers and footers 60 69 1C10
0.566 3.832 1.381  Align text vertically 68 167 1C11
0.552 3.695 1.572  Create and use newspaper columns 73 248 1C12
0.442 3.316 1.678  Revise column structure 114 236 1C13
0.534 3.755 1.442  Prepare and print envelopes and labels 76 158 1C14
0.536 3.695 1.415  Apply styles 75 192 1C15
0.394 
3.126 1.671 
 Create sections with formatting that differs from 
other sections 135 193 1C16
0.528 3.263 1.931  Use Click & Type  79 249 1C17
0.657 3.999 1.571  Managing Files  4 6 1D 
0.930 4.958 0.289  Use save  2 1 1D01
0.924 4.926 0.334  Locate and open an existing document 4 3 1D02
 
 
 80
 
 
0.926 
4.905 0.566 
 
Use Save As (different name, location or format) 3 10 1D03
0.820 4.611 0.854  Create a folder 14 12 1D04
0.634 4.011 1.484  Create a new document using a Wizard 46 166 1D05
0.412 3.126 1.806  Save as Web Page 128 159 1D06
0.558 3.726 1.614  Use templates to create a new document 71 143 1D07
0.304 2.723 1.857  Create Hyperlinks 169 114 1D08
0.438 3.063 1.906  Use the Office Assistant 117 160 1D09
0.628 3.926 1.475  Send a Word document via e-mail  49 21 1D10
0.266 3.558 1.534  Using Tables  23 31 1E 
0.566 3.747 1.509  Create and format tables  67 74 1E01
0.502 3.653 1.479  Add borders and shading to tables 95 146 1E02
0.532 
3.705 1.494 
 Revise tables (insert and delete rows and columns, 
change cell formats) 78 122 1E03
0.428 
3.419 1.590 
 Modify table structure (merge cells, change height 
and width) 121 85 1E04
0.368 3.258 1.574  Rotate text in a table  144 205 1E05
0.705 4.274 1.172  Working with Pictures and Charts  3 14 1F 
0.652 4.126 1.248  Use the drawing toolbar  42 111 1F01
0.758 
4.421 1.078 
 Insert graphics into a document (WordArt, ClipArt, 
Images)  27 89 1F02
0.421 3.215 1.725  Microsoft® Excel 2000 2 3 2 
0.494 3.437 1.741  Working with Cells  9 19 2A 
0.744 4.245 1.427  Use Undo and Redo  30 165 2A01
0.564 3.585 1.816  Clear cell content 69 117 2A02
0.694 4.138 1.426  Enter text, dates, and numbers 40 90 2A03
0.558 3.606 1.724  Edit cell content 70 93 2A04
0.512 3.511 1.715  Go to a specific cell 89 95 2A05
0.568 3.638 1.703  Insert and delete selected cells 66 100 2A06
0.584 
3.723 1.694 
 Cut, copy, paste, paste special and move selected 
cells 63 84 2A07
0.432 3.234 1.707  Use the Office Clipboard 119 135 2A08
0.354 3.085 1.683  Use Find and Replace 148 206 2A09
0.392 3.191 1.667  Clear cell formats 136 170 2A10
0.314 2.785 1.817  Work with series (AutoFill) 165 182 2A11
0.216 2.500 1.721  Create hyperlinks  219 238 2A12
0.264 2.723 1.745  Working with Files  25 22 2B 
0.294 2.862 1.751  Use templates to create a new workbook 176 157 2B01
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0.234 2.585 1.738  Save a worksheet/workbook as a Web Page 208 152 2B02
0.445 3.291 1.704  Formatting Worksheets  13 20 2C 
0.728 
4.266 1.369 
 
Apply font styles (typeface, size, color, and styles)  35 103 2C01
0.626 
3.915 1.515 
 Apply number formats (currency, percent, dates, 
and commas) 50 78 2C02
0.616 3.883 1.537  Modify size of rows and columns 56 73 2C03
0.474 3.319 1.749  Modify alignment of cell content 105 96 2C04
0.466 3.383 1.660  Adjust the decimal place 111 81 2C05
0.340 2.936 1.734  Use the Format Painter 157 219 2C06
0.388 3.085 1.727  Apply autoformat 138 218 2C07
0.318 2.817 1.750  Apply cell borders and shading 164 174 2C08
0.334 2.787 1.789  Merging cells 160 144 2C09
0.294 2.894 1.541  Rotate text and change indents 177 173 2C10
0.314 2.915 1.611  Define, apply, and remove a style  166 207 2C11
0.526 3.668 1.488  Page Setup and Printing  8 13 2D 
0.610 
3.989 1.348 
 
Preview and print worksheets and workbooks  59 91 2D01
0.304 2.904 1.607  Use Web Page Preview 171 171 2D02
0.706 4.181 1.328  Print a selection 38 61 2D03
0.440 3.362 1.572  Change page orientation and scaling 116 63 2D04
0.594 3.830 1.427  Set page margins and centering 61 92 2D05
0.526 3.649 1.515  Insert and remove a page break 80 116 2D06
0.474 3.553 1.464  Set print, and clear a print area 104 106 2D07
0.568 3.862 1.388  Set up headers and footers 65 105 2D08
0.512 
3.681 1.401 
 Set print titles and options (gridlines, print quality, 
row & column headings)  88 79 2D09
0.446 3.310 1.713  Working with Worksheets and Workbooks  12 11 2E 
0.578 3.734 1.628  Insert and delete rows and columns  64 56 2E01
0.398 3.191 1.667  Hide and unhide rows and columns 132 102 2E02
0.288 2.742 1.680  Freeze and unfreeze rows and columns 183 126 2E03
0.516 3.628 1.606  Change the zoom setting 83 147 2E04
0.366 2.883 1.813  Move between worksheets in a workbook 146 77 2E05
0.718 4.309 1.236  Check spelling 36 72 2E06
0.556 3.649 1.708  Rename a worksheet 72 66 2E07
0.430 3.287 1.676  Insert and Delete worksheets 120 68 2E08
0.424 3.309 1.659  Move and copy worksheets 122 64 2E09
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0.182 
2.362 1.632 
 Link worksheets & consolidate data using 3D 
References  232 183 2E10
0.247 2.559 1.722  Working with Formulas and Functions  28 21 2F 
0.298 2.670 1.780  Enter a range within a formula by dragging  173 138 2F01
0.294 
2.787 1.728 
 
Enter formulas in a cell and use the formula bar 175 130 2F02
0.290 2.755 1.702  Revise formulas 181 137 2F03
0.208 2.500 1.638  Use references (absolute and relative) 222 161 2F04
0.278 2.505 1.874  Use AutoSum 189 162 2F05
0.310 2.840 1.749  Use Paste Function to insert a function 167 196 2F06
0.304 
2.766 1.744 
 Use basic functions (AVERAGE, SUM, COUNT, 
MIN, and MAX) 170 119 2F07
0.198 2.330 1.713  Enter functions using the Formula Palette 226 154 2F08
0.228 2.553 1.695  Use date functions (NOW and DATE) 214 153 2F09
0.142 2.202 1.590  Use financial functions (FV and PMT) 248 200 2F10
0.162 2.234 1.649  Use logical functions (IF)  244 208 2F11
0.397 3.143 1.705  Using Charts and Objects  16 18 2G 
0.524 3.585 1.616  Preview and print charts  81 80 2G01
0.348 2.936 1.795  Use the Chart Wizard to create a chart 153 128 2G02
0.340 2.947 1.700  Modify charts 156 127 2G03
0.414 3.277 1.649  Insert, move, and delete an object (picture) 125 134 2G04
0.358 2.968 1.700  Create and modify lines and objects  147 150 2G05
0.405 3.136 1.793  Microsoft® PowerPoint® 2000  3 1 3 
0.462 3.381 1.683  Creating a Presentation  11 1 3A 
0.514 3.564 1.650  Delete slides  85 23 3A01
0.506 3.521 1.683  Create a specified type of slide 91 27 3A02
0.490 
3.457 1.733 
 Create a presentation from a template and/or a 
wizard 101 14 3A03
0.444 
3.351 1.677 
 Navigate among different views (slide, outline, 
sorter, tri-pane) 113 29 3A04
0.470 
3.394 1.673 
 
Create a new presentation from existing slides 108 28 3A05
0.406 
3.234 1.668 
 
Copy a slide from one presentation into another 129 45 3A06
0.472 3.404 1.635  Insert headers and footers 106 75 3A07
0.514 3.500 1.715  Create a Blank presentation 86 34 3A08
0.346 
3.000 1.710 
 Create a presentation using the AutoContent 
Wizard 154 46 3A09
0.402 3.160 1.768  Modifying a Presentation  15 2 3B 
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0.502 
3.436 1.757 
 
Change the order of slides using Slide Sorter view  94 24 3B01
0.512 3.521 1.670  Find and replace text 87 49 3B02
0.486 3.415 1.738  Change the layout for one or more slides 102 37 3B03
0.318 2.830 1.776  Modify the Slide Master 163 59 3B04
0.384 3.011 1.805  Modify slide sequence in the outline pane 140 52 3B05
0.210 2.671 1.730  Apply a design template  221 42 3B06
0.415 3.117 1.872  Working with Text  14 15 3C 
0.742 4.304 1.420  Check spelling  31 31 3C01
0.620 
3.891 1.647 
 Change and replace text fonts (individual slide and 
entire presentation) 53 41 3C02
0.274 2.457 1.941  Enter text in tri-pane view 190 132 3C03
0.412 3.043 1.927  Import text from Microsoft® Word 126 87 3C04
0.468 3.326 1.834  Change the text alignment 109 107 3C05
0.472 3.293 1.837  Create a text box for entering text 107 76 3C06
0.300 2.707 1.907  Use the Wrap text in TextBox feature 172 120 3C07
0.346 2.957 1.778  Use the Office Clipboard 155 151 3C08
0.290 2.750 1.733  Use the Format Painter 182 242 3C09
0.228 
2.446 1.818 
 
Promote and Demote text in slide and outline panes 213 140 3C10
0.477 3.348 1.827  Working with Visual Elements  10 9 3D 
0.638 3.901 1.777  Add a picture from the ClipArt Gallery  44 36 3D01
0.468 
3.304 1.850 
 Add and group shapes using WordArt or the 
Drawing Toolbar 110 86 3D02
0.386 3.065 1.814  Apply formatting 139 125 3D03
0.498 3.337 1.841  Add text to a graphic object using a text box 97 101 3D04
0.540 3.565 1.805  Scale and size an object including ClipArt 74 57 3D05
0.394 3.054 1.824  Create tables within PowerPoint 134 71 3D06
0.412 3.217 1.784  Rotate and fill an object  127 124 3D07
0.340 2.876 1.847  Customizing a Presentation  20 17 3E 
0.372 3.011 1.849  Add AutoNumber bullets  143 82 3E01
0.280 2.663 1.805  Add speaker notes 188 139 3E02
0.332 2.891 1.824  Add graphical bullets 161 129 3E03
0.336 2.859 1.879  Add slide transitions 158 97 3E04
0.382 2.957 1.898  Animate text and objects  141 172 3E05
0.269 2.643 1.772  Creating Output  22 4 3F 
0.282 2.630 1.808  Preview presentation in black and white  185 109 3F01
0.260 2.630 1.740  Print slides in a variety of formats 195 65 3F02
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0.290 2.674 1.810  Print audience handouts 180 39 3F03
0.244 2.635 1.758  Print speaker notes in a specified format  204 53 3F04
0.359 3.029 1.688  Delivering a Presentation  18 3 3G 
0.454 3.309 1.653  Start a slide show on any slide  112 50 3G01
0.420 3.255 1.646  Use on screen navigation tools 124 38 3G02
0.328 3.021 1.626  Print a slide as an overhead transparency 162 51 3G03
0.232 2.522 1.738  Use the pen during a presentation  209 88 3G04
0.397 3.132 1.748  Managing Files  17 10 3H 
0.630 3.936 1.494  Save changes to a presentation  48 26 3H01
0.612 3.851 1.572  Save as a new presentation 58 32 3H02
0.222 2.660 1.597  Publish a presentation to the Web 217 131 3H03
0.270 2.702 1.728  Use Office Assistant 192 145 3H04
0.250 2.505 1.785  Insert hyperlink  198 115 3H05
0.158 2.060 1.706  Microsoft® Access 2000  5 5 4 
0.124 1.902 1.638  Planning and Designing Databases  35 23 4A 
0.116 
1.880 1.616 
 Determine appropriate data inputs for your 
database  267 226 4A01
0.126 
1.924 1.646 
 Determine appropriate data outputs for your 
database 258 225 4A02
0.136 1.967 1.674  Create table structure 256 164 4A03
0.116 1.837 1.639  Establish table relationships  264 191 4A04
0.204 2.265 1.775  Working with Access  29 29 4B 
0.176 2.120 1.803  Use the Office Assistant  236 244 4B01
0.232 2.380 1.839  Select an object using the Objects Bar 210 221 4B02
0.282 
2.543 1.836 
 Print database objects (tables, forms, reports, and 
queries) 186 220 4B03
0.170 
2.152 1.703 
 
Navigate through records in a table, query, or form 242 187 4B04
0.162 
2.130 1.685 
 Create a database (using a Wizard or in Design 
View)  245 188 4B05
0.136 1.900 1.657  Building and Modifying Tables  34 25 4C 
0.194 2.196 1.724  Create tables by using the Table Wizard  227 186 4C01
0.152 1.935 1.656  Set primary keys 246 202 4C02
0.138 1.924 1.659  Modify field properties 254 190 4C03
0.140 1.946 1.660  Use multiple data types 252 179 4C04
0.122 1.870 1.659  Modify tables using Design View 260 203 4C05
0.110 1.758 1.642  Use the Lookup Wizard 269 232 4C06
0.094 1.674 1.604  Use the Input Mask Wizard  272 233 4C07
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0.175 2.129 1.733  Building and Modifying Forms  33 28 4D 
0.122 1.758 1.676  Create a form with the Form Wizard  261 215 4D01
0.140 1.978 1.651  Use the Control Toolbox to add controls 253 224 4D02
0.264 
2.533 1.812 
 Modify Format Properties (font, style, font size, 
color, caption, etc.) of controls 194 197 4D03
0.208 
2.348 1.763 
 
Use form sections (headers, footers, and detail) 223 199 4D04
0.142 2.022 1.684  Use a Calculated Control on a form  251 222 4D05
0.179 2.192 1.705  Viewing and Organizing Information  31 24 4E 
0.188 2.163 1.750  Use the Office Clipboard  230 243 4E01
0.206 2.250 1.752  Switch between object Views 224 229 4E02
0.216 2.391 1.735  Enter records using a datasheet 218 177 4E03
0.172 2.250 1.668  Enter records using a form 241 184 4E04
0.236 2.478 1.751  Delete records from a table 207 176 4E05
0.252 2.478 1.763  Find a record 197 163 4E06
0.200 2.326 1.717  Sort records 225 178 4E07
0.144 
2.033 1.680 
 Apply and remove filters (filter by form and filter 
by selection) 247 201 4E08
0.142 2.011 1.661  Specify criteria in a query 249 189 4E09
0.116 1.957 1.623  Display related records in a subdatasheet 265 212 4E10
0.142 2.000 1.677  Create a calculated field 250 223 4E11
0.132 
1.967 1.647 
 
Create and modify a multi-table select query  257 211 4E12
0.081 1.527 1.607  Defining Relationships  38 27 4F 
0.086 1.549 1.621  Establish Relationships  274 204 4F01
0.076 1.505 1.601  Enforce referential integrity  275 216 4F02
0.178 2.210 1.754  Producing Reports  32 26 4G 
0.116 1.870 1.652  Create a report with the Report Wizard  266 213 4G01
0.284 2.707 1.884  Preview and print a report 184 175 4G02
0.138 2.130 1.672  Move and resize a control 255 210 4G03
0.266 
2.522 1.825 
 Modify Format Properties (font, style, font size, 
color, caption, etc.) 193 198 4G04
0.166 2.152 1.741  Use the Control Toolbox to add controls 243 209 4G05
0.174 
2.231 1.745 
 
Use report sections (headers, footers, and detail) 238 185 4G06
0.100 1.859 1.628  Use a Calculated Control in a report  271 227 4G07
0.121 1.877 1.651  Integrating with Other Applications  36 33 4H 
0.116 1.902 1.638  Import data to a new table  268 239 4H01
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0.124 1.870 1.666  Save a table, query, form as a Web page 259 240 4H02
0.122 1.859 1.668  Add Hyperlinks  262 241 4H03
0.105 1.841 1.619  Using Access Tools  37 30 4I 
0.108 1.870 1.639  Print database relationships  270 214 4I01
0.118 1.880 1.650  Backup and restore a database 263 230 4I02
0.090 1.772 1.584  Compact and repair a database  273 231 4I03
0.400 3.287 3.287  Microsoft® Outlook® 2000  4 4 5 
0.645 
3.966 1.530 
 Use Microsoft Outlook 2000 Mail to Communicate 
with Others 5 5 5A 
0.812 4.532 1.133  Read mail  16 4 5A01
0.812 4.521 1.171  Send mail 17 5 5A02
0.808 4.505 1.176  Compose mail by entering text 19 6 5A03
0.796 4.479 1.143  Print mail 20 22 5A04
0.772 4.330 1.347  Address mail by entering text 23 7 5A05
0.774 
4.394 1.220 
 
Use mail features (forward, reply, and recall) 22 8 5A06
0.758 4.309 1.295  Use address book to address mail 26 30 5A07
0.524 3.511 1.758  Flag mail messages 82 94 5A08
0.632 3.830 1.683  Navigate within mail 47 33 5A09
0.732 4.181 1.414  Find messages 32 20 5A10
0.624 3.926 1.533  Configure basic mail print options 52 133 5A11
0.650 3.968 1.534  Work with attachments 43 9 5A12
0.480 3.479 1.677  Add a signature to mail 103 112 5A13
0.510 3.521 1.664  Customize the look of mail 90 168 5A14
0.434 
3.362 1.625 
 
Use mail templates (themes) to compose mail 118 235 5A15
0.402 
3.223 1.647 
 Integrate and use mail with other Outlook 
components 131 237 5A16
0.442 3.355 1.633  Customize menu and task bars  115 245 5A17
0.535 3.642 1.576  Use Outlook 2000 to Manage Messages  7 7 5B 
0.638 4.032 1.356  Create folders  45 44 5B01
0.620 3.904 1.445  Sort mail 54 55 5B02
0.496 3.564 1.535  Set viewing options 98 70 5B03
0.496 3.495 1.653  Archive mail messages 99 67 5B04
0.424 3.213 1.753  Filter a view  123 169 5B05
0.284 2.941 1.551  Use the Outlook 2000 Calendar  21 32 5C 
0.334 3.111 1.502  Navigate within the calendar  159 113 5C01
0.350 3.176 1.525  Schedule appointments and events 150 108 5C02
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0.350 3.165 1.522  Set reminders 151 118 5C03
0.350 3.143 1.623  Print in calendar 152 149 5C04
0.352 3.110 1.602  Schedule multi-day events 149 156 5C05
0.296 2.956 1.591  Configure calendar print options 174 194 5C06
0.292 2.945 1.552  Customize the calendar view 178 195 5C07
0.306 3.011 1.574  Schedule recurring appointments 168 136 5C08
0.282 2.934 1.533  Customize menu and task bars 187 254 5C09
0.260 2.912 1.532  Add and remove meeting attendees 196 255 5C10
0.246 2.813 1.534  Plan meetings involving others 203 264 5C11
0.176 
2.626 1.503 
 
Save a personal or team calendar as a Web page 237 269 5C12
0.186 
2.637 1.524 
 Book office resources directly (e.g., conference 
rooms) 231 267 5C13
0.194 
2.637 1.539 
 
Integrate calendar with other Outlook components  228 268 5C14
0.265 2.713 1.673  Navigate and Use Outlook 2000 Effectively  24 35 5D 
0.292 2.851 1.685  Use Outlook Help and Office Assistant.  179 250 5D01
0.374 3.043 1.735  Move items between folders 142 252 5D02
0.272 2.649 1.702  Navigate between Outlook components 191 251 5D03
0.226 
2.553 1.650 
 
Modify the Outlook Master Categories List 216 263 5D04
0.232 2.638 1.639  Assign items to a category 211 258 5D05
0.214 2.585 1.622  Sort information using categories 220 261 5D06
0.244 2.670 1.675  Use the Office Clipboard  205 253 5D07
0.348 3.004 1.742  Use Contacts  19 34 5E 
0.516 3.543 1.695  Create, edit, and delete contacts  84 234 5E01
0.502 3.516 1.691  Send contact information via e-mail 96 246 5E02
0.368 3.032 1.760  Organize contacts by category 145 247 5E03
0.244 2.677 1.676  Manually record an activity in a journal 206 256 5E04
0.228 2.613 1.688  Link activities to a Contact 215 260 5E05
0.230 2.634 1.712  Sort contacts using fields  212 265 5E06
0.179 2.432 1.636  Use Tasks  30 38 5F 
0.190 2.462 1.689  Create and update one-time tasks  229 270 5F01
0.180 2.451 1.655  Accept and decline tasks 233 271 5F02
0.178 2.440 1.648  Organize tasks using categories 234 272 5F03
0.178 2.440 1.648  Assign tasks to others 235 273 5F04
0.174 
2.418 1.613 
 
Create tasks from other Outlook components 239 274 5F05
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0.174 2.385 1.604  Change the view for tasks  240 275 5F06
0.250 
2.725 1.667 
 
Integrate Microsoft Office Applications and Other 
Applications with Outlook 2000 Components  26 36 5G01
0.250 
2.725 1.667 
 Create and use Office documents inside Outlook 
2000  199 257 5G01
0.249 2.630 1.704  Use Notes  27 37 5H 
0.250 2.641 1.713  Create and edit notes  200 259 5H01
0.250 2.630 1.714  Organize and view notes 201 262 5H02
0.248 2.620 1.702  Customize notes  202 266 5H03
 
 
 
 
 
 
 89
 
 
A P P E N D I X  F  
C O P Y R I G H T  P E R M I S S I O N  
April 2, 2002  
Robert Streff 
Streffr@uwstout.edu  
Menomonie, WI 
Re:     Request to Utilize MOUS Documentation 
        Request Reference #:  S1R5634 
Dear Robert Streff: 
The Permissions/Copyright Group acknowledges receipt of your request dated February 
14, 2002 and we sincerely apologize for our delayed response.  Microsoft Corporation 
(hereafter “Microsoft”) hereby grants Robert Streff (hereafter “Individual”) permission to 
utilize the MOUS Exam objectives for Microsoft® Word 2000, Microsoft® Excel 2000, 
Microsoft® PowerPoint® 2000, Microsoft® Access 2000, and Microsoft® Outlook® 2000 
(hereafter “Copyrighted Material”) as requested subject to the following conditions: 
1. A copy of Individual’s request dated February 14, 2002 must be 
attached to this permission letter for the permission to be valid. 
2. If any Microsoft product(s) is mentioned, the full name of the 
Microsoft product(s) should be used at the first and most 
prominent mention, or as soon as practicable thereafter, and the 
trademark(s) should be noted as they appear on our product(s).  A 
footnote attributing trademark ownership to Microsoft should also 
be used.          
3. Individual may copy only those portions and for the specific 
purpose listed in Individual’s request. Use of additional portion(s) 
or for any other purpose will require a separate request, (except 
that future requests for other Microsoft Copyrighted Material may 
not require written permission, provided you follow Microsoft’s Ten 
Percent Rule posted at:  
http://www.microsoft.com/permission/copyrgt/cop-text.htm#Ten ).  
4. The original copyright attribution should be included and the 
following should be added: "Portions reprinted with permission 
from Microsoft Corporation".  
5. Individual may not alter the Copyrighted Material in any way, 
except as may be instructed in this letter. 
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6. Individual will indicate that the most current version of the 
Copyrighted Material is located on the Microsoft web site and 
provide the reader with the URL address(es) for the material. 
7. Unless otherwise advised, Individual’s permission expires one (1) 
year from the date of this letter.  If Individual requires additional 
use of the Copyrighted Material after the expiration date, 
Individual must submit a separate request.   
 
Microsoft reserves the right to rescind the permission granted in this letter.  Individual’s 
use of the Copyrighted Material shall be deemed to be an acceptance of the terms as 
outlined in this letter.  
Thank you for your inquiry.  Should you have further copyright permission requests, 
please visit our Permission web site at http://www.microsoft.com/permission/, as your 
answer may be located there.  Since the response time from the Permission Group is 
generally 15 to 21 business days, you can expedite your receipt of an answer to your 
questions, by submitting your request via our on-line web request form located at: 
http://www.microsoft.com/permission/copyrgt/img-req.htm. 
 
Sincerely, 
Microsoft Corporation 
Permissions/Copyright Group, Law & Corporate Affairs     
Web site: www.microsoft.com/permission/ 
Fax: (425) 936-7329  
Email: Permcopy@microsoft.com 
-3 
4/docgen.doc: 21247.doc 
Request ID: 21247 
Robert Streff 
Streffr@uwstout.edu 
Menomonie, WI  
Fax No:  
Phone No: (715) 233-0086  
Web Reference Number: S1R5634 
Q. Does the Microsoft End User License Agreement (EULA) or accompanying product 
documentation prohibit the use you are proposing? 
A. No 
Q. Please explain: 
A. This is in reference to the Microsoft training and certification website and is not directly 
connected to any product. 
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Q. Describe the desired text: Exact title of the text, author, date of publication, where the 
text appears within the book/product/website, ISBN number, and/or Microsoft product this 
is referencing. 
A. The text is the stated Mous Exam objectives for Word 2000,  Excel 2000, PowerPoint 
2000, Access 2000, and Outlook 2000 
http://www.microsoft.com/traincert/mcp/mous/objectives/word2000.asp 
http://www.microsoft.com/traincert/mcp/mous/objectives/excel2000.asp 
http://www.microsoft.com/traincert/mcp/mous/objectives/powerpoint2000.asp 
http://www.microsoft.com/traincert/mcp/mous/objectives/access2000.asp 
http://www.microsoft.com/traincert/mcp/mous/objectives/outlook2000.asp 
Q. Is Microsoft Corporation identified as the publisher of the text you wish to 
reprint/copy/reproduce? Please double-check the text in question to verify this 
information.    If Microsoft Corporation is not the publisher of the text in question, please 
supply us with the full name of the Publisher  (e.g., Microsoft Press, Slate Magazine, etc.) 
A. yes 
Q. How was this text obtained? 
A. Microsoft Web site 
Q. If you selected "Product manual" or "Microsoft software or multimedia product", please 
state the exact product title and version: 
A. N/A 
Q. If you selected "Microsoft magazine or other hardcopy publication", please provide the 
publication title, date of publication, and the volume number (if applicable): 
A. N/A 
Q. If you selected Other, please explain: 
A. N/A 
Q. If from the Internet, provide the exact URL address or links needed to access the 
item(s):If this is a restricted site, please print out the exact web page on which you 
located the item(s) you are requesting permission to use.  After you have submitted this 
web form, you will receive a reference number.  Fax a printed copy of this web form, the 
printed web pages, and the reference number to (425) 936-7329. 
A. see the first text box 
http://www.microsoft.com/traincert/mcp/mous/requirements.asp#office2000 
http://www.microsoft.com/traincert/mcp/mous/objectives/word2000.asp,../excel2000.asp 
.../powerpoint.asp.../acess.asp.../outlook.asp 
Q. How many pages make up the entirety of the work? For example, entire article is 5 
pages or entire manual is 502 pages. 
A. each article is one page. (5 Pages total) 
Q. Estimate the percentage of the entire work to be used: For example 2 pages out of 5 = 
40% or 251 pages out of 502 = 50%. 
A. 4 pages of 5= 80% 
Q. Select the types of media/materials that will incorporate the text in question: 
A. Intranet, Other 
Q. If you selected Other, please explain: 
A. As text in a survey instrument which will be published  as a form to be filled out be 
faculty and students on the University's  website. 
Q. Provide detailed information regarding how this item(s) will be used: For example, 
whether this is to be used in a school project, in a book, in a software program, for your 
company logo, etc. 
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A. University of Wisconsin-Stout is a Microsoft Campus, as is the entire University of 
Wisconsin system. I would like to incorporate your Mous Exam Objectives into an 
instrument for surveying the incoming freshman population and the faculty to determine if 
training in Microsoft products is required to enable the students to perform at the faculty's 
expectations. This survey is part of my master's Thesis.   
Q. If anyone other than you will be using/reading/viewing this text, please explain: 
A. see 7 and 8 above. 
Q. Approximately how many anticipated copies do you need? 
A. There are 200+ staff and faculty and 1700 incoming students 
Q. Describe the nature of your business, company, product, services and/or event: For 
example, are you a Microsoft Delivery Service Partner (DSP), Original Equipment 
Manufacturer (OEM), Solution Provider, Reseller, Educator, End-user, Tradeshow, 
Training Seminar, etc. 
A. I am a graduate student working part time as a web instructional development 
consultant at the University of Wisconsin-Stout. 
Q. Provide an estimated timeframe this item(s) will be in active use: 
A. approximately 6 months 
Q. Have you had previous contact with Microsoft regarding this request? 
A. No 
Q. Additional comments: 
A. We have not determined the extant to which we will use these objectives as of yet, but 
we would like to remain as true to your learning objectives as possible to enforce the 
validity of the survey instrument, based on your requirements for certified users. 
 
 
 
 
